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A CLOSER LOOK 

If you’re familiar with other suites, or with earlier ver¬ 
sions of Office, what you really want is the answer to 
two simple questions: What’s new in this release? And, 
is it worth the time, trouble, and money to upgrade? 
We help you answer those questions by explaining the 
new features of each Office component. 
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New Task Panes, Language Tools 
Beef Up Productivity 

31 New Features Abound In Excel 2002 
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34 Access 2002: Something For Everyone 

Revision Includes New Features For Novices 
& Power Users 


Microsoft’s latest release of Office comes complete 
with exciting new features, snazzy new design 
tweaks, and impressive new functionality. And 
plenty of new complications. We take you through 
the basics of the suite and give you the back¬ 
ground you’ll need to take advantage of the new 
version. Along the way, we compare Office XP to 
the powerhouse suites from Lotus and Corel, so 
that you have some points of comparison. 

6 Why Use A Suite? 

Monetary Savings, Compatibility Among 
Programs & Bundled Extras 

8 The Decision To Upgrade 

Factors To Consider Before Making 
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48 FINDING YOUR WAY AROUND 

Think of it as a guided tour: In this section, we take you 
through the Office menus, pointing out any quirks and 
special features as we go. Have a nice trip! 

48 Word 2002 Menus & Commands 

The Latest Word On Making Your 
Word Processing Tasks Easier 

52 Excel 2002 Menus & Commands 

Create Spreadsheets That Compute 



95 Let Your Voice Be Heard 

Tips For Using Voice Commands In Office XP 
Applications 


57 Access 2002 Menus & Commands 
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63 Outlook 2002 Menus & Commands 

Time-Saving Features To Streamline Your 
Schedule & E-mail 
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With PowerPoint 2002 
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104 The Inside Scoop 

10 Cool Things You Might Not Know 
About Office XP 
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74 HINTS & TIPS __ 

You may be an experienced Office user, but if you’re 
new to Office XP, then you haven’t yet had a chance 
to figure out all the little tricks, tips, and shortcuts. 
And why should you? We do it for you. 

74 Write In Style 

Tips For Harnessing Word 2002’s 
Considerable Features 
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Let’s get real. Theory and generalized descriptions 
are fine, even necessary. But for really getting to 
know a piece of software, there’s nothing like a real- 
world project or two to help you put Office through 
its paces. Chances are there’s something here that 
you can use. 
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Confused about something? Got a question? 
Just looking for some more in-depth information? 
In this section, we provide extra Office XP help, 
troubleshooting, and additional resources. 
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Introducing Office XP 

Why Use A Suite? 

Monetary Savings, Compatibility Among Programs 
& Bundled Extras 



I icrosoft may have 
earned its reputa¬ 
tion by producing 
operating systems, 
but it has built its 
fortune on office suites. Indeed, the 
company earned a reported 47% o| 
income in fiscal year 2000 from the 
of office suites and office suite prodl 
Although the figures may surprise 
the reality is that office suites, whether 
Microsoft or another source, are big bust 
and a crucial part of the productive Desk 

n A Peek Inside A Suite. An office 
collection of productivity applications 
together and sold as a single package. A 
typically consists of a word processor, 
sheet program, and database program, 
tation software, contact management software, 
desktop publishing software, and other pro¬ 
grams may supplement these core applications. 
Businesses of all sizes constitute the primary 
audience of office suites, although a significant 
number of consumers also choose office suites to 
enhance their personal productivity. 

Several factors contribute to the popularity of 
suites for businesses and consumers. At the top 
of the list are price, productivity, and usability. 

A pretty price. Office suites are among the 
most expensive products on the software mar¬ 
ket. They can cost as much as half the price of a 
new computer and three times as much as an 
operating system. And yet, time after time, con¬ 
sumers and businesses dte economics as the pri¬ 
mary reason why they purchased an office suite. 
What gives? The fact is that the price of an office 
suite is much smaller than that of its individual 
applications. Typical savings range from 40% to 
nearly 61% (see our "Suite Deals" sidebar). 

Making office suites an even better deal is the 
fact that productivity applications are the ones 
that help you earn a living. You use word 
processors to draft letters to prospective clients; 
spreadsheets and databases to organize sales 
data; presentation software to illustrate points as 
you make your pitch; and contact management 
software to keep track of your best customers. 



e is a value because it includes all 
of these money-making products and gives 
them to you at a much lower price than you'd 
pay if you purchased each product separately. 

Prime-time productivity. There's a reason 
they refer to word processors, spreadsheets, and 
the like as productivity software. These applica¬ 
tions help you work efficiently and effectively. 
In short, office suites are popular because they 


provide all the tools you need to be productive. 

But the productivity in an office suite comes 
from more than just the applications; it's 
how the applications work together that 
makes suites a necessary part of business 
today. An office suite lets you seam¬ 
lessly merge disparate forms of data 
and effortlessly share functionali¬ 
ty. You can move data from a 
database to a spreadsheet to a 
word processor, or jazz up a 
text document with clip art 
from the desktop publishing 
application. In this way, suites 
certainly help you get more done. 
Usability for you. Software 
'elopers must grapple with the challenge of 
creating products that offer both complex func¬ 
tionality and a simple end-user experience. The 
office suite provides an excellent example of 
how these seemingly contradictory goals can be 
attained in a single product. 

How can developers accomplish this feat? For 
one thing, they design their applications with a 
common interface and uniform menu com¬ 
mands. This helps users switch among applica¬ 
tions in a suite without learning new skills, 
memorizing different sets of commands, or 
acquainting themselves with a new interface. 


Office Comparisons 


W hat does Microsoft 
Office XP have that 
the other office suites, most 
notably those produced by 
Corel and Lotus, are miss¬ 
ing? Not much. The major 
office suites are remarkably 
similar in their composition. 
Each suite is built around a 
set of core productivity appli¬ 
cations, including software 
for word processing, spread¬ 
sheets, databases, presenta¬ 
tions, and contact manage¬ 
ment. But in comparison to 


their Microsoft counterparts, 
the Corel and Lotus suites 
probably offer more perks, 
such as providing access to 
several legal resources in the 
Corel WordPerfect Law 
Office or including a screen¬ 
recording utility in Lotus 
SmartSuite. The Corel and 
Lotus suites cost less than 
the various editions of Office 
XP, too. (For more informa¬ 
tion, see “Microsoft vs. Corel 
vs. Lotus” on page 10.) So 
do either of these companies 


have a chance of dethroning 
Microsoft as the leading 
producer of office suites? 

Not a chance. 

Whether dealing in 
browsers or operating sys¬ 
tems, Bill Gates and compa¬ 
ny always secure the lion’s 
share of the market when the 
competition fails to devise a 
significantly better product. 
Today’s office suites repre¬ 
sent a field of near-equals, 
but once again, Microsoft 
wins by a landslide. Q ; 
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Another way is to design applications that are 
compatible with one another, as well as with 
other suites. This wasn't a common feature in 
office suites until recently. Ideally, a suite should 
let you move a document or data set to another 
application without losing any data or format¬ 
ting. It also should support major text, image, 
spreadsheet, database, and Internet standards. 

Such usability features are not only a boon for 
consumers, but they also benefit developers by 
reducing consumer dependence on technical 
assistance. Every call to technical support is an 
expense for the developer. By designing intu¬ 
itive products, suite developers maximize prof¬ 
its and ensure customer satisfaction all at once. 

Si Enter Office XP. Office suites have been 
around for almost a decade (the first version of 
Microsoft Office was released in January 1990). 
Office XP is the title used for Microsoft's latest 
family of suites. Like its predecessors, Office XP 
comes in multiple editions. Each edition is 
essentially a variation on a theme, differing only 
in price and the programs it includes. 

Office XP Standard is the base product that 
includes Word 2002 (word processing), Excel 
2002 (spreadsheets), Outlook 2002 (e-mail and 
contact management), and PowerPoint 2002 
(presentations). It costs $479 for a complete 
installation and $239 for those who upgrade 
from a previous version of Microsoft Office. 


Office XP Professional comes with the core 
applications, plus Access 2002 (databases), for 
$579 if you buy the complete edition or $329 if 
you upgrade. Office XP Developer includes 
everything in XP Professional, as well as 
FrontPage 2002 (Web site design), SharePoint 
Team Services (collaboration 'tools), and 
Developer tools. The complete edition sells for 
$799 and the upgrade edition costs $549. 

And then there's the Office XP Professional 
Special Edition, which includes all of the com¬ 
ponents mentioned so far (except for the 
Developer Tools), along with Publisher 2002 
(desktop publishing) and Microsoft's Intelli- 
Mouse Explorer, which is a four-button, optical¬ 
sensor mouse. Professional Special Edition is 
only available as an Upgrade to owners of 
Office 97 or newer and costs $479. 

In addition to the applications listed above, 
every edition of Office XP comes with several 
extra tools. These tools include Document 
Imaging, which assists in OCR (optical character 
recognition), and Document Recovery, which 
gives you the chance to save your documents at 
the moment an error occurs, thereby reducing 
the likelihood of losing data. Users can access all 
tools by opening the Start menu and selecting 
Programs, Microsoft Office Tools. 

Microsoft also offers two other editions of 
Office XP for resale by OEMs (original equip¬ 
ment manufacturers), such as Gateway and Dell. 


Office XP Small Business includes Word, Excel, 
Outlook, and Publisher, while Office XP 
Professional With Publisher comes with Word, 
Excel, Outlook, PowerPoint, Access, and 
Publisher. The OEMs set their own prices. 

?» Is Office XP Worth It? Regardless of edi¬ 
tion, Office XP represents the premiere office 
suite. And Microsoft suites have the largest user 
base. By some counts, Microsoft Office products 
outsell suites from competitors at a rate of nine 
to one. As long as Microsoft is Microsoft, it will 
have this advantage over competitors. 

If Office XP has anything going against it, it's 
the fact that its predecessors—Office 2000, Office 
97, and Office 95—are also remarkable products. 
Users of these earlier suites may find it difficult 
to justify an upgrade to Office XP. (For more 
details about situations that warrant an upgrade, 
see "The Decision To Upgrade'' on page 8.) 

But users seeking upgrades are not the only 
consumers, and businesses that haven't used a 
Microsoft office suite before will benefit greatly 
by investing in this one. Office XP provides 
unmatched functionality and the backing of the 
biggest company in technology. For those who 
are unfamiliar with Microsoft's suites, we 
strongly suggest giving Office XP a try. It just 
might be the experience you're looking for. GU 

byJeffDodd 


Suite Deals 

I f the price of Office XP seems outrageous, just compare it to the cost of buying the included applications separately. You’ll soon discover 
that the various editions of Office XP give you great value for your money. 

Professional 



Standard 

Professional 

Special Edition * 

Developer 

Word 

$339 

$339 

$79.95 

$339 

Excel 

$339 

$339 

$109 

$339 

Outlook 

$109 

$109 

$109 

$109 

PowerPoint 

$339 

$339 

$109 

$339 

Access ' 

n/a 

$339 

$109 

$339 

FrontPage 

n/a 

n/a 

$89.95 

$169 

SharePoint Team Services 

n/a • 

n/a 

no price listed 

no price listed 

Publisher 

n/a 

n/a 

$129 

n/a 

IntelliMouse Explorer 

n/a 

n/a 

$59.95 

n/a 

Developer Tools 

n/a 

n/a 

n/a 

no price listed 

Total for separate products 

$1,126 

$1,465 

$794.85 

$1,634 

Price of suite 

$479 

$579 

$479 

$799 

Total savings of: 

$647 

$886 

$315.85 

$835 

Percent savings of: 

57.5% 

60.5% 

40% 

51% 


*Professional Special Edition is only available as an upgrade. All prices listed in this category are for upgrades, except for Outlgok and 
IntelliMouse Explorer, which are not available at a special upgrade price. 


Learning Series / Office XP 7 








Introducing Office XP 


The Decision 
To Upgrade 

Factors To Consider Before 
Making The Leap To XP 


I n the midst of nearly unanimous praise for 
Office XP, there remains one area where 
users, reviewers, and technology experts 
fail to find common ground. The issue in ques¬ 
tion is whether the office suite offers any value 
as an upgrade. The matter would be easy to 
settle if Microsoft's previous office suites, 
including Office 95, Office 97, and Office 2000, 
had serious shortcomings or glaring weakness¬ 
es. This is not the situation, though. 

Ever since the release of Office 95, Microsoft's 
office suites have provided robust capabilities 
to the techno-savvy worker. 

Although usability features have 
changed from one version to the 
next, the core capabilities of the 
Microsoft office suite have 
remained the same for the past 
six years. Consequently, the case 
can be made that Office XP, as 
good as it may be, just isn't worth 
the hefty price of an upgrade. 

Microsoft will certainly en¬ 
courage the upgrade option, but 
is there any merit to such a posi¬ 
tion? Will consumers who dis¬ 
miss the release of Office XP 
miss out on ways to improve 
productivity? How can a busi¬ 
ness determine whether an 
office suite upgrade would ben¬ 
efit its bottom line? These are the 
questions computer users are 
asking themselves as they con¬ 
template investing in another 
Microsoft product. To help you decide, let's 
look at the primary factors involved in making 
such a decision. 

Upgrade Considerations. Every smart 
upgrade decision begins and ends with a 
thoughtful consideration of the issues. You 
need to think about your technical needs, the 
capabilities of your current equipment, how 
you plan to use your computer system in the 


future, and the limits of your budget, among 
other things. Depending on the size of your 
organization, you may need to consult with 
other executives or the IT (information tech¬ 
nology) staff before making a final decision. 

Do you really need it? This question may 
seem obvious, but it is an important one to ask. 
And the issue is not just whether you need it 
(any marketing ninny will tell you the answer 
is obviously yes), but whether you really need 
it. You can provide a valid answer to this ques¬ 
tion by doing two things. 


First, you must determine how you (or the 
people in your organization) use your current 
office suite. A self-employed individual or 
home office worker may use only the base 
functionality of two or three applications in a 
suite, whereas an employee of a Fortune 500 
corporation may require the technological 
capabilities of six or seven productivity appli¬ 
cations every day. These two users have vastly 
different upgrade needs. Take stock of which 


applications you use, the way you use them, j 
and the frequency with which you use them. 

Secondly, you should review a list of Office 
XP's new features. You can divide these new 
features into four areas. One, smart functional¬ 
ity, primarily consists of the smart tags and 
task panes. Two, collaboration tools, predomi- j 
nantly refers to the SharePoint Team Services 
that come with the Developer and Professional I 
Special Edition editions. Three, alternative 
means of data entry, includes support for 
voice recognition and OCR (optical character ; 
recognition). And four, extended Internet inte¬ 
gration, means you can do things such as I 
sending e-mail messages by clicking a name in j 
a Word document. You can learn more details 
about these features by reading the related 
articles in this issue, particularly "The Latest | 
Developments" on page 15.. 

If you come up with a negative answer to ! 
the question of whether you really need Office j 
XP, your decision is already made. Why j 
spend good money on a product that will not j 
benefit you in any measurable way? An affir¬ 
mative response, on the other 
hand, requires a little more 
reflection. Keep reading for j 
further considerations. 

Meet the requirements. Office j 

XP demands a lot from your PC, I 

particularly in terms of memory j 

and hard drive space. The 
amount of required RAM (com- j 

puter memory where data re- I 

sides temporarily while an appli- ! 

cation or the OS [operating sys- j 

tern] is using it) varies depending 
on your OS: Windows 98 and j 
Win98 Second Edition require 
24MB of RAM, Windows Me and 
Windows NT require 32MB of 
RAM, and Windows 2000 re¬ 
quires 64MB of RAM. Plus, you I 

need an additional 8MB of RAM , 

for each application you want to | 

run simultaneously. For example, 
if your PC runs the Win2000 OS j 

and you know that you will multitask three | 

Office XP applications at a time, your PC needs j 
a minimum of 88MB (64 + 8 + 8 + 8 = 88) of 
RAM. To accommodate all your multitasking 
needs, Microsoft recommends 128MB of RAM ; 
for systems running Office XP. 

As for storage space, Microsoft reports that 
Office XP needs 215MB of hard drive space. 

This is a bit of an understatement. For one j 
thing, the 215MB requirement is based on a 
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Give ample consideration to the new features of Office XP, such as 
the task panes (shown here on the right side of the Word interface), 
when deciding whether to upgrade. 


typical installation. If you customize the installa¬ 
tion, you may need twice as much storage space. 
Secondly, the hard drive where the OS is 
installed needs an additional 115MB of space. 
Also, Office XP requires an extra 50MB of hard 
drive space if your PC does not run 
Win2000, WinMe, or Office 2000 Service 
Release 1. When all is said and done, 
you may need more than 500MB of stor¬ 
age space... and that's just for Office XP 
Standard. The Professional, Professional 
Special Edition, and Developer editions 
of Office XP demand even more space 
on your hard drive. 

Fortunately, the other requirements 
are less rigorous. Your PC must have a 
133MHz Pentium-equivalent processor 
or faster (although a Pentium HI proces¬ 
sor is recommended), a CD-ROM drive, 
and an SVGA (Super Video Graphics 
Array; a set of standards dictating that 
the PC's video equipment, including 
the monitor and video card, support the 
display of 16 million colors and resolu¬ 
tions up to 1,280 x 1,024) monitor. Your 
PC also must run Win98 or a newer OS. Also, 
Office XP requires a Microsoft-compatible 
mouse or pointing device. 

Note that Office XP does not support 
Windows 95, nor does it support upgrades from 
Office 95. Users who have older PC models and 
want to upgrade to Office XP should refer to 
"Beyond The Bare Minimum" on page 19 for 
information about bringing their computers in 
line with the Office XP system requirements. 

Subscription orders. Software subscriptions 
represent a new way of distributing applications 
via the Internet. Rather than pay a one-time fee 
for a set of discs, users pay a monthly or annual 
fee for access to a Web site that provides the 


software. Companies that 
distribute the software are 
called ASPs (application 
service providers), and 
these companies handle all 
product administration, 
including updates and bug 
fixes. The user can access 
the software from any 
Internet connection, not 
just from the computer 
where it is installed. 

Office XP is not de¬ 
signed on a subscription 
model, but industry ex¬ 
perts surmise that future 
versions of Microsoft 
Office might be distributed through ASPs. 
If you or your company wants to take advan¬ 
tage of an ASP-provided office suite, we sug¬ 
gest postponing your purchase until the next 
version of Office comes out. 


(NOTE: Microsoft will offer subscription licensing 
to large organizations starting October 1. See the 
Microsoft Licensing Web page [http:/fwww.microsoft 
.com/business/licensing] and click the Enterprise 
Agreement 6.0 Subscription link for more details.) 

Wait for activation. When you pay for an 
application, you receive a license to use it. You 
do not own the actual code that constitutes the 
software. This explains why you cannot turn 
around and sell the software to other people. 
Any attempt to do so is illegal and could result 
in legal prosecution. Software piracy refers to 
the distribution of unlicensed software, and a 
raging market for pirated software persists. 
Microsoft has attempted to combat software 


piracy by establishing a special registration 
and activation process for Office XP. 

According to the terms of the activation 
process, you may install and activate Office XP 
only twice (and activation is required for full 
product functionality). To make the most of 
your product activations, we suggest perform¬ 
ing all major system upgrades, whether this 
involves the addition of a second hard drive or 
the replacement of a motherboard, before 
installing Office XP. That means you may have 
to postpone an upgrade to Office XP if you 
plan to perform a system overhaul in the near 
future. Additionally, if the idea of getting only 
two installations seems dreadfully restrictive, 
we recommend that you skip Office XP. 

The price is right... or is it? The final con¬ 
sideration is cost. The various editions of 
Office XP carry a hefty price tag. The Office XP 
Standard upgrade sells for $239. The 
Professional upgrade costs $329, and the 
Professional Special Edition costs $479. The 
Office XP Developer upgrade sells for 
$549. You can justify these prices if you 
plan to use the office suite for business 
purposes and know that its features 
will save you time and money in the 
long run. If you don't meet these crite¬ 
ria, however, then we suggest postpon¬ 
ing your upgrade for the time being. 

■ Try Before You Buy. By this 
point, you should have a pretty good 
idea of whether an Office XP upgrade 
is for you. But before you make a final 
decision, you should give the product a 
test run. Microsoft has released the 
Office XP Professional 30-Day Trial as a 
way for users to try Office XT without 
spending a small fortune. 

To order the trial edition, which sells 
for $9.95, visit the Experience Office XP 
page on the Microsoft site (http://www 
.microsoft.com/office/evaluation/trial.htm). 
The trial software consists of a fully functioning 
copy of Office XP Professional, complete with 
Word, Excel, Outlook, Access, and PowerPoint; 
a demonstration CD; and a small users manual. 
Note that there is no product support for the 
trial product, and it expires after 30 days. 

The 30-day trial edition provides the best way 
to determine whether Office XP is worth an 
upgrade. If you're serious about getting the best 
office suite for your PC, we strongly recommend 
giving the trial software a vigorous workout. OH 

by jeffDodd 



One way Microsoft developers have made Office XP user-friendly 
is by using a common interface for several applications. As you 
can see, the menus and toolbars for Word 2002, Access 2002, 
and Excel 2002 are nearly identical. 
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Microsoft vs. 

Corel vs. Lotus 

Companies Continue To Strengthen 
Suites &. Battle For Market Share 



D espite all odds, Corel and 
Lotus continue to introduce 
new office suites that attempt 
to stay in step with Microsoft's Office 
innovations. And Corel and Lotus 
prolong their hold on devoted users 
of their business applications that 
once dominated their markets, such 
as WordPerfect, Lotus 1-2-3, Quattro 
Pro, and Paradox. 

Although Corel and Lotus contin¬ 
ue to offer upgrades, none of the new 
versions are likely to entice many 
Microsoft Office users from their 
mainstay. Microsoft Office currently 
dominates its market for a reason: 

The suite is one of the best in the 
business. But are loyal Corel and Lotus users 
making the switch to Microsoft applications? 
Not exactly. Most don't feel the need to do so 
when they have robust programs that still get 
the job done for less money. 

So the battle of the suites is a stalemate for 
now. Much of the decision-making process 
about which one to buy depends on what you 
are accustomed to using, and what works best 
with what you already have. Dedicated users 
seem to stay with what they know. 

If, by some chance, you aren't already tied to 
one of the three suites and are trying to decide 
which one to choose, how do you even start 
evaluating suites? Of course, they all have their 
strengths and about the same range of powerful 
applications. And whenever one application 
receives noteworthy enhancements, its chief 
competitors seem to add similar features to their 
own versions of that application. We'll discuss 
many of these features now and provide you 
with some highlights for each suite. 

_ Microsoft Office XP _ 

It's always been hard to beat Microsoft. The 
company continually introduces sophisticated 
programs with all the bells and whistles you 
could ask for. Just when you think another 


product looks tempting, the new version of 
Office comes out and entices you to stick with its 
applications a little longer. 

Its most recent version, Office XP Professional 
($329 for upgrade, $579 for complete version), is 
no different. It bundles together: 

• Microsoft Word 2002 for word processing 

• Microsoft Excel 2002 for spreadsheets 

• Microsoft PowerPoint 2002 for presentations 

• Microsoft Access 2002 for databases 

• Microsoft Outlook 2002 for your e-mail, 
calendar, and contacts 

• Microsoft speech recognition component 

Not only does it include all the tools to run an 
office, it also includes features to help users con¬ 
nect to the Internet, collaborate, and recover 
from possible crashes. After you install the suite, 
you'll find another folder on your Start menu (in 
the Programs subfolder) called Microsoft Office 
Tools that includes all sorts of extras such as 
Access Snapshot Viewer, Clip Organizer, 
Application Recovery, Document Imaging, 
Document Scanning, and Language Settings. 

Office XP Professional even loob good. The 
suite features a neat, refined interface that gives 
each program a professional, polished look. 
Microsoft has been playing with visual elements, 


getting rid of items that compete for eye focus, i 
and using foreground and background colors to 
let the most significant items dominate. 

The applications operate so smoothly that it's I 
surprising what you can accomplish with a few 
mouse clicks. Take, for example, the button bars. ! 
They are clean and easy to decipher. If you j 
aren't sure what a button does, move your 
mouse pointer over it until the function flag 
pops up. Plus, you can direct more icons to \ 
appear when you need them, or easi¬ 
ly add and remove buttons using a 
drag-and-drop feature. 

We also liked the new task pane 
feature introduced with Office XP. 

The task pane appears on the right 
side of program windows, and its 
J J content matches various options you j 

# j select as you're working in an Office ] 

►V jjj XP application. You don't have to ! 

■ HP specifically open the task pane 
H||H (although you can from the View j 
I menu); it opens whenever you select 
I an option that happens to use a task j 
V. I pane to display its contents, 
gig,. The task pane prevents your doc- 

g||| I uments from becoming cluttered by 
Sii||l extra toolbars and dialog boxes. 
Here, in its own space, you'll be 
able to view all sorts of options that let you 
perform searches, start new documents, 
choose templates, format content, and much j 
more—all while you work on the document on | 

the left side of the window. 

Examples of task panes in various applica- ] 
tions include the Slide Design task pane in j 
PowerPoint 2002 that displays images you're ' 
working with as thumbnails, the New 1 

Workbook task pane in Excel 2002 that helps j 

you start a new spreadsheet or workbook, and 
the Styles And Formatting task pane in Word 
2002 that presents you with formatting options 
for the selected text (such as heading styles or ] 
italics). Click the Office Clipboard command j 
from the Edit menu of any of the Office XP \ 
applications and you'll see its contents appear in 
a task pane, as well. As a bonus, you can copy 
up to 24 items on your Clipboard and paste 
them into any Office XP application. You'll also 
find that Clippit uses a task pane, offering Help j 
features from wizards to tips. (But if Clippit 
annoys you, it's easy to turn him off, too.) 

Smart tags are another new feature in Office 
XP. As you use various XP components, you'll ■ ’ 
notice that smart tags pop up a lot, such as 
whenever Word 2002 automatically takes care of j 
your mistakes or Excel 2002 needs to notify you j 
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about a mistake in a formula. For some of us, 
| ■ that can equal quite a bit of intervention, 
f Smart tags also pop up whenever you paste 
data. The little boxes appear next to your cursor, 
I, letting you change an action or apply format- 
f ting. It's another way Microsoft puts power at 
| your fingertips so you don't have to hunt for it 

We found smart tags especially helpful in 
f Excel 2002. They keep your spreadsheets updat- 
f‘ ed with data found on the World Wide Web. 

: Excel 2002 automatically inserts a smart 
i- tag in your spreadsheet whenever you 
paste data from the Web, and you can 
f opt to manually refresh data from the 
I Web or tell Excel when to update the 
K. information. You can also drag and 
i drop whole Web pages into a spread- 
| sheet. Although other spreadsheets can 
I also do this, working in Excel 2002 is 
K easier thanks to the drag-and-drop 
I method. We also appreciated how 
I smart tags in PowerPoint suggested 
I text formatting choices, without requir- 
l ing us to dig for them, 
i Office XP applications also seem to 
I., have convenient options designed 
I specifically for their regular users. For 
I example. Word 2002 users will notice 
I an arrow next to the Undo Typing but- 
j ton (on the main toolbar) they can click 
I to see a drop-down list of things they can undo. 
[ Word 2002 also lets users insert comments in 
| documents, use watermark pictures or fill colors 
[ for document backgrounds, and use online col- 
I laboration to meet (or schedule a meeting) about 
J a document you are working on. You can even 
I verify your work by adding a digital signature, 
I which also lets you know if a document changes 
t from the state you sent it in. 

With Word 2002, it's also easy to insert tables 
I into your documents, or embed a spreadsheet. 
I Of all the word processing programs, we 
[ thought Word 2002 had one of the strongest 
[ table features. When you click the Insert Table 
I button, a small window opens to present you 
I with options for determining the table size you 
want. You can opt to have Word size the indi¬ 
vidual cells for content. And Word 2002 is the 
best at automatically correcting your mistakes, 
I without interrupting your workflow. 

Excel 2002 also includes enhancements. It has 
a new evaluator tool that equals the value of 
I one' Quattro Pro features. The Evaluate Formula 

feature looks at your formulas to eliminate 
bugs. Plus, Microsoft Access can now use 
; Excel's PivotTables to compare data by rotating 
[ columns and rows. This lets you compare 


different aspects of the same data. For instance, 
you could collect sales data over the span of sev¬ 
eral years in one department and compare that 
data to the sales' in another department during 
the same time frame. 

Office XP also makes it easy to save any of 
your projects as HTML (Hypertext Markup 
Language) files for Web pages. E-mail, another 
Internet-related application, is also part of Office 
XP via Outlook 2002. Although Outlook isn't 


new to Office, it's still a noteworthy convenience 
you should consider when comparing suites. 
With Outlook 2002, you can check your e-mail, 
along with your calendar and tasks for the day, 
in one glance. It's all part of the Outlook Today 
option where everything is listed in a central 
window; to quickly access your calendar, tasks, 
contacts, notes, or e-mail, select the appropriate 
icon on the left side of the window. 

Through Office XP's Help menu, you can still 
click the What's This? option to find out what 
features do or go online for additional help. You 
can also type a question in the open field in the 
upper right comer of your program window or 
ask the Office Assistant. However, we were not 
that impressed with the answers the Office 
Assistant found for us and preferred to search 
for answers using the old Help index feature. 

A big trend with Office XP is dealing with 
crashes. The new recovery features help you to 
save your data before you lose it. Word 2002, 
Excel 2002, Access 2002, and PowerPoint 2002 
are now designed to assist you with saving your 
file when a problem occurs by presenting a 
Document Recovery task pane that lets you 
recover a document. If an application quits 
responding altogether, open the Start menu, 


select Programs, Microsoft Office Tools, and 
Microsoft Office Application Recovery to use the 
utility to restart or close the application. Word 
2002 and Excel 2002 are also equipped with a 
repair and recover feature that lets you fix a file 
with an error that prevents it from loading. 

Another trend you'll notice is collaboration. 
Office XP now has features that let you merge 
together comments from more than one user. 
Word 2002 and PowerPoint 2002 have markup 
features that let people place revisions 
along the right side of the screen. And 
Microsoft is promoting its SharePoint 
Team Services. This lets companies 
create Web sites where they can share 
documents, calendars, and other infor¬ 
mation to work as a team. 

Finally, just to keep up with the 
competition from Corel and Lotus, the 
Office XP suite includes speech recog¬ 
nition features. If you install the 
additional features and attach a 
microphone to your computer, you 
can dictate text and speak commands. 
But don't expect a complete hands¬ 
free environment just yet; there are 
still several things Microsoft needs to 
do to improve its bundled speech 
infor¬ 
mation, see "Let Your Voice Be 
Heard" on page 95 in this issue. 

Corel WordPerfect Office 2002 
WordPerfect has long been a name to reckon 
with in the word processor arena. And die-hard 
WordPerfect fans will be glad to know they can 
get many of the same features found in Microsoft 
Office, letting them stay with a product they 
know. Now available in the WordPerfect Office 
2002 Professional edition ($250 for upgrade; $490 
for complete version) are: 

• WordPerfect 10 for word processing 

• Quattro Pro 10 for spreadsheets 

• Corel Presentations 10 for presentations 

• Paradox 10 for databases 

• CorelCENTRAL 10 for your e-mail, calendar, 
and contacts 

• Lemout & Hauspie's Dragon 
NaturallySpeaking for speech recognition 

As seasoned WordPerfect users know, 
WordPerfect is a strong word processor. The 
program crowds tons of buttons in its toolbar, 
which might be intimidating to first-time users, 
but once you get used to the buttons, you'll find 
that WordPerfect is packed with options. Along 
with all the traditional options, WordPerfect 10 
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Battlefield Of Suites 


Microsoft Office XP (Professional) 

$329 for upgrade, 

$579 for complete version 
(800) 426-9400 
(425) 882-8080 

http://www.microsoft.com/office 

Corel WordPerfect Office 2002 
(Professional) 

$250 for upgrade, 

$490 for complete version 
(800) 772-6735 
(613) 728-8200 
http://www.wordperfect.com 

Lotus SmartSuite Millennium 
Edition 9.6 

$173 for upgrade, 

$472 for complete version 
(800) 465-6887 
(617) 577-8500 
http://www.lotus.com 


offers QuickFont, a list of frequently used fonts 
and sizes. You can also quickly publish HTML 
and PDF (Portable Document Format) files, save 
Web documents as Cascading Style Sheets, and 
add digital signatures to your documents to 
ensure they arrive from you, unchanged. If 
you're planning to use WordPerfect to work 
with old Microsoft Word documents, you might 
want to reconsider because some of your for¬ 
matting may get lost during the import process. 

There's a convenient Make It Fit feature in 
WordPerfect that fits your text into the amount 
of pages or size of file you determine, and a Keep 
Text Together feature that prevents dangling 
words. We liked its QuickWords feature because 
when you type a short version of a word, it 
directs the word processor to try to recognize the 
word and spell it out for you. Plus, there's a great 
Undo/Redo History feature that lets you see 
your undo and redo actions from a list. 

And if you ever have to enter a name or date 
several times in a document that you know is 
bound to change repeatedly, then the Variables 
feature is a real find. It acts as a marker in your 
document so you can go back and have the pro¬ 
gram fill in all those markers with whatever you 
specify, such as a client name, location, or date. 
To its credit, WordPerfect also includes The 
Pocket Oxford Dictionary, with more than 30,000 


word definitions if you need to look something 
up and don't have a dictionary handy. 

Compared to Lotus' 
applications, WordPerfect 
includes an easy way to 
insert charts into your docu¬ 
ments. Within the Table 
menu, you can quickly for¬ 
mat cells, size items to fit, 
use QuickFill or 
QuickSum, and take 
advantage of Speed- 
Format to easily sel¬ 
ect common format¬ 
ting settings for tab¬ 
les and create profes¬ 
sional-looking charts. 
WordPerfect 10 even 
borrows the Cell For¬ 
mula Marker idea from its 
Quattro Pro suite partner, 
putting little triangles in the 
corners of cells that contain 
formulas. You can also easily 
convert text from a document 
into a table, and vice versa. 

If you need to work with old WordPerfect 
files, WordPerfect 10 can open old documents 
dating back to versions 4 and 5. It's also the best 
program to use if you work with long docu¬ 
ments. For instance, if you're working in a docu¬ 
ment with multiple chapters, you can edit and 
separate them into their own files but keep them 
linked in one master file. It also has tons of 
features for tables of contents, indexes, cross- 
references, headers and footers, footnotes and 
endnotes, as well as counters to keep track of 
your pages and paragraphs. 

Wizards and coaching have also become 
more prominent in all of the WordPerfect Office 
applications. An interesting new feature called 
the Perfect Expert acts more or less as a suggest¬ 
ed checklist of things you should go through to 
complete a project. As it opens into a column on 
the left side of the window, you'll notice that 
some steps are elementary, but others serve as 
good reminders. For instance, if you're working 
on a formal document, it will let you write a 
draft, set up the document, type it, format it, add 
visual elements, edit and proofread it, and then 
finish. Each step takes you through mini steps. 
For example, when you select to write a draft, 
Perfect Expert takes you to an outline form. Or, 
when you set up the document, you'll find but¬ 
tons to set up the margins or add page numbers. 

Another coaching feature, an Advisor, helps 
you locate the perfect chart for your Quattro Pro 



document. From there, the Chart Expert helps ] 
walk you through the steps for creating a chart. I 
Similarly featured experts are also helpful in I 
Paradox, as they walk, you through the process | 
of creating tables, reports, queries, and charts, as I 
well as finding duplicate records. 

In addition, Quattro Pro 10 presents you I 
with rendering effects for creating neat, I 
smooth edges for really professional-looking j 
charts. You can also tinker with the trans- I 
parency, add shining spotlights, and utilize I 
different light sources. Quattro Pro's rendering j 
options almost make charts appear as if you J 
made them with a drawing program. 

Like Microsoft Excel, Quattro Pro also puts 1 
query links in your spreadsheets so you can { 
automatically update information in your j 
spreadsheets. It's not as easy to use as Excel's 1 
drag-and-drop functionality, but you can still j 
keep those stock prices updated. 

Tired of hidden codes that bold a word here j 
and tab a word there? WordPerfect Office 2002 1 

puts the power directly in your hands with a I 
Reveal Codes feature that lets you see all the I 
coding for a document so you can make the | 
appropriate changes. The suite of applications I 
also features RealTime Preview, which lets you I 
see how that 18-point headline in Vivaldi bold | 
type will look in your document before you try | 
it. This type of feature isn't available in I 
Microsoft Office. 

A new AutoScroll feature helps you scroll 1 
quickly to wherever you want to go in your doc- | 

ument. Simply click this button to change your 1 

cursor to an AutoScroll arrow, and then move I 

the arrow in the direction you want to scroll. | 

When you find what you need, click the mouse 1 

again to disable AutoScroll. 

WordPerfect Office 2002 just added a new j 
personal information management program I 
called CorelCENTRAL 10. It includes a basic e- j 
mail application without a lot of extras clutter- j 
ing it up, although it does include writing tools, 1 
such as a spell checker and Grammatik, and a 
stationery feature for messages. CorelCENTRAL I 
10 also includes a day planner, calendar, card ] 
file, address book, memos, alarms, and adminis- | 
tration functions. There are some groupware ■ I 
features built into the calendar so users can col- J 
laborate about meetings and events with others j 
on the network. However, Corel doesn't seem to 1 
incorporate as much collaboration into its new 1 
suite as Microsoft Office XP does. 

In addition, the Corel Connector is a handy j 
new feature that's able to locate information ] 
online without leaving your program. Plus, I 
WordPerfect Office 2002 also deals with ] 
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mishaps through the Corel Application 
Recovery Manager, which lets users save docu¬ 
ments during a crash, and Location Manager, 
which helps users open programs that appear to 
be damaged so they can retrieve their work. 

Finally, we can't forget to mention its bun¬ 
dled speech recognition software, Dragon 
NaturallySpeaking, because it's a huge bonuj 
for this office suite. Dragon NaturallySpeaking 
has earned its reputation as a leader in the 
speech recognition industry due to its advanced 
capabilities for working with dictated text and 
spoken commands. 

Lotus SmartSuite Millennium 
__ Edition 9.6 _ 

The least expensive of the bunch is Lotus' 
SmartSuite Millennium Edition 9.6. This fully 
integrated office suite comes in a one-version- 
fits-all price of $173 to upgrade or $472 to pur¬ 
chase the complete version. There is no e-mail 
application included, but you can integrate the 
suite with the Lotus Notes e-mail system. The 
Lotus SmartSuite Millennium Edition combines: 

• Lotus Word Pro for word processing 

• Lotus 1-2-3 for spreadsheets 

• Lotus Freelance Graphics for presentations 

• Lotus Approach for databases 

• Lotus Organizer as a personal information 
manager 

• Lotus FastSite as a Web manager 

• IBM's ViaVoice for speech recognition 

When you install the suite, the SmartCenter 
actually takes over the top portion of your 
Windows Desktop, placing a series of buttons 
across the top of your screen. The idea is to put 
all of your major business functions at your 


fingertips. Click a button to 
quickly access your calen¬ 
dar, addresses, reminders, 
dictionary, or the Smart- 
Suite Help files. Clicking the 
SmartSuite button, however, 
doesn't automatically open 
an application. Instead, 
you'll see the icons for each 
of the SmartSuite applica¬ 
tions, as well as drawers 
that slide out to reveal 
recently created documents 
and templates for each of 
the applications. 

Inside the applications, 
you'll find that the colors, 
buttons, and icons are big 
and bold; The SmartSuite 
applications don't look overly technical, and 
they're really not. For instance, wizard-like fea¬ 
tures help you construct databases in Lotus 
Approach by letting you select the type of data¬ 
base you want to create from the SmarfMaster 
list when Approach first opens. Once you 
decide what you want to track, you'll find that 
many of the fields and boxes are ready for you 
to start inputting data. 

Lotus 1-2-3 is still a solid spreadsheet 
program, considering it was one of the ground- 
breakers in its field. You'll find all the typical 
features here, plus some extras. For instance, we 
discovered how easy it was to create charts. We 
simply selected the cells we wanted charted and 
clicked the Chart button. Although Lotus 1-2-3 is 
a program that will stand up to your spreadsheet 
needs, you may only be able to go so far with the 
wizards in Approach. Also, FastSite may not 
necessarily be intended for the most advanced 
Web site designers. It'll post your data online 
based on one of the 24 designs offered, but you 
may have trouble engineering your own designs. 

Lotus Organizer resembles a regular three- 
ring binder, with tabs for your to-do lists, con¬ 
tacts, calls, planner, and notepad. Anybody who 
can use an appointment book can handle this 
application. Click a button to add any kind of 
entry. Then, drag information to the trashcan to 
delete it or drag it to the little clipboard on the 
side to save and paste it somewhere else. 

After using WordPro, we found it-to be a stur¬ 
dy, uncluttered word processor. We were most 
intrigued by the cyclical icons in the button bar. 
The idea is that they can cycle through the 
options they feature. For example, each time you 
click’the button, it cycles to the next option. Click 
the Attribute button once for Bold, again for 


Italics, and again for Underline. You can see your 
selection at the bottom of the window. There 
were cyclical icons for features such as typefaces, 
attributes, alignment choices, and bullet options. 
You can even assign function keys to cycle 
through options instead of the buttons. And the 
button bar was extremely easy to customize. 

Transferring documents from SmartSuite to 
the Internet didn't take much work, either. We 
opted to show the Web Authoring Tools and 
were able to access buttons to use an Export 
Assistant, Preview In Browser, and Create. 
Link (to the Web). 

Sharing and teamwork is something deeply 
rooted in SmartSuite. Use the File menu within 
Word Pro and 1-2-3 to use the TeamReview fea¬ 
ture and select who you want to review a docu¬ 
ment. Or select TeamConsolidate to see all 
reviews and comments on a document in one 
place. You can also select TeamSecurity within 
most Lotus applications to set who can access 
and assign access rights to your documents. 
There's even a TeamMail option for group e- 
mail routing. Granted, it isn't as high-browed as 
Microsoft's approach, but the collaboration tools 
are there and easy to use if you need them. 

SmartSuite developers designed its applica¬ 
tions to be backwards-compatible, for the most 
part. You should be able to open most 1-2-3 files, 
as well as many early versions of Ami Pro, 
Word Pro, and others. It also uses a Sticky File 
format, which means that when you open a file, 
the program saves it back to its previous format. 
Also, the suite includes Lotus ScreenCam, a 
screen recording application that's useful for 
projects such as product demonstrations. And 
just like its competitors, SmartSuite offers speech 
recognition features. By using the IBM ViaVoice 
program, SmartSuite users can dictate text to 
Word Pro and 1-2-3, as well as speak commands 
and have data read back to them. 

■ How To Choose. Although we don't have 
the room to mention every tiny advantage and 
disadvantage in each application, it's safe to say 
that they all are robust programs that can handle 
the tasks at hand. They all have voice recogni¬ 
tion technologies, some amount of collaboration, 
a lot of Web integration, as well as numerous 
coaches and wizards. Sure, we pointed out 
many great new features and options in each of 
the suites, but the ability to see your Clipboard 
in a task pane op the opportunity to drag 
appointments to a little trashcan are hardly 
enticing enough to make you jump ship. 

No doubt, Microsoft Office XP is the front¬ 
runner with its sleek look and most complete 
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package, but it still has its drawbacks. For 
instance, it's expensive. The Office XP Pro¬ 
fessional upgrade version alone costs $329, 
and a complete version jumps up to a $579 
price tag. Compare that to Corel WordPerfect 
Office 2002's upgrade price of $250'and com¬ 
plete version price of $490, or better yet, 
Lotus SmartSuite Millennium Edition's 
upgrade price of $173 and complete version 
price of $472. 

Also, considering that Microsoft Office XP 
doesn't work with Windows 95 and takes an 
enormous amount of system resources, you 
won't be able to use it on many older comput¬ 
ers. Microsoft has also imposed a somewhat 
annoying installation restriction that only lets 
users install a copy of the suite twice (or on 
two computers). To prevent piracy problems, 
Microsoft requires you to activate the suite 
before you use it 50 times by calling a phone 
number or going online to register it. If you 
don't activate the product or if you try to acti¬ 
vate it more than twice, the individual applica¬ 
tions won't work properly. For more informa¬ 
tion about this policy, see "Installation & 
Activation" on page 21 in this issue. 


The Star Of Freebies 


WordPerfect 10 probably has the best word 
processing features once you dig deep, although 
it may not be as intuitive as Microsoft Word 
2002. It's best for long documents and has one of 
the best speech recognition programs thanks to 
the Dragon NaturallySpeaking software its suite 
bundles with. WordPerfect 10 also works with 
old WordPerfect files, and it lets you see all your 
coding to make more exact formatting decisions. 

Lotus SmartSuite costs less and consumes 
less hard drive space than the other two suites, 
however, its Web program isn't as full- 
featured as the other suites and it doesn't bun¬ 
dle with an e-mail program. Also, users who 
want to really manipulate their documents 
with advanced functions may be turned off by 
the simplicity Lotus offers, or by the cuteness 
of its Organizer application. Even so, the ease 
of use shown by its collaboration features and 
the strength of its IBM ViaVoice technology 
are advantages worth noting. 

But if you have the dough, the hard drive 
space, and a newer computer system, you can 
bask in the wonders of Microsoft's Office XP 
Professional. It's somewhat like the Cadillac 
of business suites. Once you play with all the 


gadgets, settle into the comfortable seats, and 
get a feel for the smooth ride, you don't want to 
use anything else. It has all the fancy new collab¬ 
oration features you'd expect, includes some of 
the best Web integration tools, and works 
smoothly across suite applications. Besides, with 
Microsoft Office, you don't have to worry about 
if your files are compatible with what your busi¬ 
ness associates are using. Microsoft Office has 
such a major market share that other suite users 
are the ones worrying about such issues. 

For many users, the decision about which 
suite to use depends on what co-workers and 
fellow associates are using. After all, you want 
to be able to share files without losing any for¬ 
matting in the process. 

And finally, if the decision is up to you, go j 
with what you are used to. You'll shorten your 
learning curve by doing so. It all goes back to j 
the philosophy of working with the programs ■ 
you've come to love. Staunch Quattro Pro users j 
may agree that there isn't anything wrong with \ 
Excel or 1-2-3, but they still prefer to stick with j 
the familiarity of Quattro Pro. [us] 


by Cindy Krushenisky 


T rue, you don’t always get 
what you pay for; but then 
again, sometimes you luck out 
and find great stuff for free. The 
trick is knowing where to look. 
Turn your attention to the Sun 
Microsystems Web site. Here, 
you can download an office suite, 
StarOffice 5.2, for free—yes, free 
(800/786-7638,512/434-1511; 
http://www.sun.com/staroffice). Or 
for $39.99, you can have the 
shrink-wrapped version sent to 
you. StarOffice 5.2 includes: 

• StarOffice Writer for word 
processing 
• StarOffice Calc for 
spreadsheets 
• StarOffice Impress for 
presentations 

• StarOffice Base for databases 
• StarOffice Draw for graphics 
and design 

• StarOffice Schedule for 
coordinating schedules and 
collaboration 


• StarOffice Mail and 

Discussion for e-mail 

and news postings 

Don’t blow off this suite as a 
cheap imitation; it’s definitely 
worth a closer look. Granted, it 
isn’t as elegant or user-friendly 
as the other suites, it takes a 
few extra steps to run its appli¬ 
cations, and the screen can 
become cluttered with all the 
windows and button bars you 
may need to accomplish some 
tasks. But the applications are 
full-featured and let you do just 
about everything you can do 
with applications in other suites. 
For instance, StarOffice Impress 
presentations look just as good 
as Microsoft PowerPoint 2002 
presentations, and StarOffice 
Draw creates photo-realistic, 
three-dimensional images just 
like those created with other 
drawing programs. 


StarOffice certainly takes a little 
getting used to because all its 
applications are integrated into 
one screen. This central screen 
contains the icons from your 
Windows Desktop along with a 
menu bar. Select what you want 
to create from the main File 
menu, including everything from a 
word processing document to a 
spreadsheet to business cards. 
Once the appropriate program 
opehs, you can either open your 
files in different windows or mini¬ 
mize your files as icons in 
StarOffice’s taskbar. 

StarOffice works with Sun’s 
StarPortal software that lets you 
access your documents from any 
location with Internet access, 
even with handheld devices. Plus, 
you can save documents as 
HTML files, access e-mail from 
Microsoft Exchange and Lotus 
Notes, or use AutoPilots to walk 
you through the process of 


creating projects, such as presen¬ 
tations and reports. StarOffice 
works easily with Microsoft Office 
files, saving them in Office for¬ 
mats and importing Microsoft files. 

On the down side, StarOffice 
doesn’t have voice activation, and 
it doesn’t support some formats, 
such as Cascading Style Sheets 
for Web documents or secure 
HTTP formats. 

If your job entails spending 
much of the day at the computer, 
you may find the program a little 
tedious. But if you only want 
something to write an occasional 
letter, create random presenta¬ 
tions, or throw together a few 
spreadsheets, this product can 
get the job done. Or, if you just 
need a suite to carry you until you 
can afford a more expensive 
product, StarOffice may be a 
good choice. □ 
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Introducing 


The Latest 
Developments 

What’s New, What’s Changed 
& What’s Improved 


I t usually boils down to this: When a soft¬ 
ware company releases a new version of a 
product, the developer tries to include 
enough enhancements so current customers 
will see the need to upgrade, and potential 
customers will see the need to switch over 
from what they're currently using. 

And if you find that Microsoft has made a 
compelling argument for using Office XP to 
meet or exceed your needs, then as a developer, 
it did its job. Office XP's suite of tools, which 
Microsoft designed to handle word process¬ 
ing, data processing, forecasting, communica¬ 
tion, and Web publishing activities, has a 
wide range of new and improved features, 
both in its overall look and feel and within 


individual components. To see if the suite 
meets your criteria, here's a look at what's new 
in Microsoft Office XP. 

m The Whole Package. Office XP touts 
more than a dozen new features, including 
task panes, an improved Clipboard, and inte¬ 
grated Internet capabilities, that work across 
its various components. 

Smart tags are one such feature. The basic 
principle behind smart tags is that the vari¬ 
ous applications within Office XP, such as 
Word 2002 and Outlook 2002, recognize what 
you're typing and associate certain informa¬ 
tion and actions with that data. For instance, 
suppose you're using Word 2002 and you 



decide to type a person's name. The smart 
tags button will let you perform tasks associ¬ 
ated with a name. You could send that 
person e-mail. You could add that person to 
your contact list. Or, you could schedule a 
meeting with that person. Addresses, stock 
tickers, and other entries also have smart tag 
options associated with them. 

The application you're using will determine 
what the smart tag options are for a specific 
action. For more information about what smart 
tag options work with which applications, con¬ 
sult the Help file in a particular application by 
selecting the first option found in its Help 
menu or pressing FI on your keyboard. 

The task pane is another new feature in the 
latest version of Office. It's what Microsoft 
calls the "universal remote control," because 
task panes reside in one location (on the right 
side of the program window) with a collection 
of common, application-specific tasks to 
choose from. 

The actual look of the task pane varies, 
depending on which application you're using 
and what you are doing within that applica¬ 
tion. For example, let's assume you just 
launched Word. The New Document task pane 
lets you click and open files you've worked on 
recently, open blank documents or Web pages, 
scan your hard drive for existing documents, 
create new files from templates, and perform 
other tasks. You can also access the Search task 
pane, where you can look for text, or access the 
Insert Clip Art task pane, where you can add 
graphics to files. 

Microsoft also revamped the Office 
Clipboard. It lets you copy text and graphics 
from any Office XP application (up to 24 items 
at a time) and paste them into any other Office 
XP application. Take a paragraph from a Word 
2002 document, a chart from an Excel 2002 
spreadsheet, a list from PowerPoint 2002, place 
them all on the Clipboard, and then paste the 
items into an HTML (Hypertext Markup 
Language; used to create Web pages) file you're 
creating with FrontPage 2002. Each item will 
stay on the Clipboard until you reach the maxi¬ 
mum number allowed, and when that happens, 
the most recent item replaces the oldest one. 

One of the great things about the Clipboard 
is that it appears in its own task pane, so you 
can preview all items and work with them eas¬ 
ily. But the task pane does not need to display 
in order for the Office Clipboard to take effect; 
you also have the option of collecting items 
without requesting that the Task Pane con¬ 
sume valuable space in your application. And 
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applications, to handle the same basic functions as before, 
but also added a wide range of new and improved features for 
more stability and convenience. 


Jeff Smith 
1 Microsoft Wa 
Redmond, WA 




Place: Redmond, WA 98053 


Dear Jeff: 

Ron Jones sugg 
Our company d 
reconditioned. “ 


Display Map 


Display giving Directions... 
Remove This Smart Tag 


Smart Tag Options.. 


Smart tags recognize what you’re typing and associate specific 
information and actions with that data. For instance, type in 
an address, and a smart tag will let you quickly display a 
map or driving directions. 


when you exit Office XP, the collected items 
disappear from the Clipboard. 

But there's a lot more to collaborating 
between applications than simply using the 
Office Clipboard. The new Send For Review 
feature enables multiple individuals to revise 
documents and gives the author control over 
which edits to accept and which to reject. 
Here's how it works. Let's assume you're 
working on a manual for your customer help 
desk. You start by creating the basic document, 
and then forward it to a co-worker for her 
input. She adds changes, which display in 
color, and writes comments, which appear in 
balloons in the right margin. When your col¬ 
league sends the document back to you, the 
original text and formatting isn't lost; it's still 
accessible by clicking a particular button. 

The Review tool carries other features, 
too. You can use it to compare and merge 


documents. The comments 
can be modified and turned 
on or off at will. The entire 
file can transmit via e-mail to 
everyone on the team, with 
automatically generated sub¬ 
ject lines that read, "Please 
review (file name)," and an 
e-mail body that says, "Please 
review the attached docu¬ 
ment." A routing feature 
streamlines this process. And 
privacy features let you 
delete personal information, 
such as the author's name or 
other names. 

■ The Internet-Related 
Features. As the Internet 
becomes more prominent in 
our daily lives, chances are 
good that you recently went 
online for research or saw a 
television commercial that 
displayed a URL (uniform 
resource locator; a Web 
address). So, it isn't surpris¬ 
ing that Internet usage has 
become more integrated into 
Microsoft Office, as evi¬ 
denced by several new 
features found in Office XP. 

Not only can each applica¬ 
tion save files in HTML for¬ 
mat, but Excel 2002 and 
Access 2002 are also able to 
read and save files in the 
XML (Extensible Markup Language; a Web 
page design specification that lets designers 
tailor formatting tags) format. And there are 
separate tools that merge the power of the 
Office XP suite with the Internet. 

Tools On The Web (http://office.microsoft 
.com), a command found in the Tools menu of 
most Office XP applications, showcases a 
broad range of tools that you can use to sup¬ 
plement Office XP. One of its most notable sec¬ 
tions is the Design Gallery Live, a collection of 
royalty-free clip art, photos, and animations 
that you can use in any of your files. Each 
month Microsoft adds content to the gallery, 
plus you can search for items, receive trou¬ 
bleshooting advice, and more. 

The Template Gallery is another collection 
of online "art," but instead of graphics, you'll 
find templates for creating hundreds of docu¬ 
ments. Looking for new work? The resume 


and cover letter templates can help you make a 
good impression on a potential employer. Just , 
receive the job of creating the company's mar- j 
keting brochure? The marketing section has I 
models for brochures, newsletters, flyers, and j 
surveys. Pick up ideas for invoices, business I 
cards, fundraising replies, responses to cus¬ 
tomer complaint letters, and much more. 

One area that is still under construction but 
shows promise is eServices. This is supposed 
to be the place to go when you want to extend 
the functionality of Office XP, because it con¬ 
nects you to services such as Internet postage 
and online file storage. For instance, the phone j 

and address look-up services can help you [ 

track down a customer who has moved, after j 

which, these services help you add that infor¬ 
mation to your Outlook program via a simple • 

command. In addition, Tools On The Web also ' 

promotes an online Office XP help section, 1 

product updates, and a download area. 

You can integrate Web data into your Office ; 
XP programs. FrontPage 2002, for example, 
has a new command that lets you pull live j 
headlines, stock quotes, and weather forecasts 
into your HTML files. Web queries, which i 
were available in earlier versions of Excel, are 
another area developers greatly improved. Use 
them to insert data from the Web into your 
spreadsheets. You can either start with the 
sample queries included in Excel 2002 (the j 
MSN Money Central Investor Stock Quotes j 
Web query lets you insert stock quotes into j 
spreadsheets) or you can create your own. 

And then there's SharePoint. Microsoft 
designed SharePoint Team Services to help , 
your team manage activities and information. 
Available as a subscription service or as part of ! 
FrontPage 2002 (included with the Office XP 
Developer suite and the Office XP Professional I 
Special Edition suite), SharePoint lets you j 
share information between your Office XP pro- ' 

grams and a SharePoint Team Services-based 
Web site. It doesn't require much on your end; 
an Internet connection and Web browser are 
all that you need for access. 

Start by creating a Web site (SharePoint has 
a number of preprogrammed forms), and then 
anyone on the team can add to it. Team mem¬ 
bers can take documents from any Office 
application, along with calendars and contact 
lists from Outlook 2002, and paste them onto 
the Web site using any Web browser. As long 
as these team members are authorized users 
who are registered with the SharePoint Team 
Services-based site, they easily make additions 
or edit site content. If you wish, SharePoint 
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also can assign different permission levels to 
individual members. 

SharePoint also has a number of collabora¬ 
tion features, including a document library 
that lists all document? in an easy-to-use table 
of contents and a system that alerts team mem¬ 
bers to Web site changes. 

For more information about SharePoint 
Team Services, visit its site (http://www 
.microsoft.com/frontpage/sharepoint) and see 
"Forget The FTTML" on page 92 in this issue. 

■ What Else? Office XP also carries a num¬ 
ber of other features that 
are common to most (or all) 
of the Office applications. 

One such feature is speech 
recognition technology. 

You may have tried speech 
recognition programs in 
the past, such as Dragon 
NaturallySpeaking from 
Dragon Systems, or IBM's 
ViaVoice from IBM, as sep¬ 
arate applications you 
needed to purchase, install, 
and configure. Now, with 
Office XP, you don't need 
to buy a third-party pro¬ 
gram in order to dictate 
text or give commands to 
your computer. That's 
right, Office XP lets you 
dictate text into any of its 
applications, and it has 
voice command capabilities 
that let you speak com¬ 
mands to your computer 
rather than relying on your 
mouse or keyboard to 
select commands such as 
Open or Print. 

The benefits of this feature are numerous. 
As anyone who spends hours a day in front 
of a computer can tell you, repetitive stress 
injuries can lead to serious consequences, 
such as the inability to type and perform sim¬ 
ple tasks around the house. Office XP users 
who install sound cards and microphones 
can use their voices to create Word files, com¬ 
pose and send e-mail messages, and put 
together PowerPoint presentations. However, 
Microsoft doesn't claim that the speech 
recognition it offers within Office XP will 
completely replace the use of the mouse and 
keyboard. Instead, Microsoft designed it as a 
useful supplement. 



The New Document task pane lets 
you open files you’ve worked on 
recently, open up blank documents 
or Web pages, scan your hard drive 
for existing documents, create new 
files from templates, and perform 
other similar tasks. 


Of course, to properly use speech recogni¬ 
tion technology, you need to train the applica¬ 
tion to understand your voice and speech 
habits. For more information on this topic, visit 
its related Web page (http://www.microsoft 
.com/office/evaluation/indepth/speech.htm) 
or see "Let Your Voice Be Heard" on page 95 
in this issue. 

Microsoft also has enhanced the recovery 
features of the Office suite. Office XP automati¬ 
cally backs up your work, and Word 2002, 
Excel 2002, PowerPoint 2002, and Outlook 
2002 all offer a timed recovery feature that 
saves your documents at 
regular intervals. So when 
your system crashes or an 
error forces an application 
to close (there is no such 
thing as if because disaster 
is bound to happen sooner 
or later) as you're busy 
working on a project, 
Office XP directs a docu¬ 
ment recovery menu to 
appear with a list of the 
files it has recovered. 
Simply select the ones you 
want to keep. 

To see where the 
Microsoft Office Applica¬ 
tion Recovery feature is on 
your system, open the Start 
menu and select Programs, 
Microsoft Office Tools. 

AutoCorrect is another 
feature that is widely avail¬ 
able within Office XP 
applications. Although 
AutoCorrect was around in 
earlier versions, Microsoft 

_ enhanced it so that it's 

easier to work with. 
Consider this situation: You're typing text in a 
Word file, when you suddenly type a word 
that isn't in the Office dictionary. Because the 
word you typed closely resembles another 
word that is in the Office dictionary, Word 
automatically corrects the perceived "error." 
The problem is, you meant to type that word 
and you don't want Office to change it. 

Well, the improved AutoCorrect tool 
makes it easy to undo the correction. 
Whenever you make what Office XP per¬ 
ceives as a spelling error, it still corrects the 
error, but it now also places an AutoCorrect 
Options button in your document. So, rather 
than deleting and retyping the word, you can 


click the button provided and undo the action 
(or select a different option). 

In addition, Microsoft even decided to 
enhance data searching. Office XP's search 
engine is capable of searching across your own 
computer, computers that are networked with 
yours, and Outlook 2002—all at the same time. 
The Search task pane is where all this takes 
place. The Search task pane also has advanced 
search options, such as searching by "property" 
(address, author, cc, comments, last saved by, 
and dozens of other property-related criteria) 
and searching through Web pages. 

Finally, Office XP includes a number of new 
drawing features so you can incorporate more 
drawings and artwork into your files. 
Organization charts are available for Word 
2002, Excel 2002, and PowerPoint 2002. 
Conceptual diagrams are also available. And 
the Drawing Canvas allows for more complex 
drawings while using MS Draw. 

Enhancements Within Applications. 

So far, we've discussed Office XP's new fea¬ 
tures that work across most applications. Now, 
let's turn our attention to some of the new fea¬ 
tures within each application. For more infor¬ 
mation about any of these individual applica¬ 
tions, see other related articles throughout this 
issue, such as those in the "A Closer Look" 
and "Finding Your Way Around" sections. 

Word 2002. Of all the applications within 
Office XP, Word 2002 probably has the most 
new and improved features. In addition to all 
the specific implementations of many of the 
new Office XP features mentioned above, such 
as smart tags (Word 2002 recognizes names, 
addresses, and dates) and speech technology 
(users can supplement mouse and keyboard 
commands with voice commands), there are 
features designed specifically for Word. 

For starters, let's look at the document collab¬ 
oration tools. Multiple users can edit a docu¬ 
ment at the same time and merge the documents 
back together, as well as take advantage of the 
improved Compare And Merge feature that lets 
users create a third document to keep better 
track of the edits and merge results. There is also 
an enhanced feature called Markup that tracks 
changes in documents by placing comment bal¬ 
loons, which Microsoft refers to as "call-outs," in 
the right margins of documents. The comment 
balloons are Markup's way of letting the author 
know what changes others suggested without 
changing the original file. 

Plus, Word 2002 users can now translate 
words and phrases directly from within the 
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document, depending on which dictionaries 
are installed, and link to a translation service 
on the Web. 

The Word Count tool now has its own tool¬ 
bar. And Word finally allows for watermark¬ 
ing, defined bullet lists and table styles, and a 
new drawing canvas. 

Excel 2002. Like Word, Excel has specific 
implementations of new Office XP 
features, including an error-check¬ 
ing smart tag and text-to-speech 
capabilities that let users hear val¬ 
ues read back to them as part of the 
process of checking a spreadsheet's 
contents. But it also has new fea¬ 
tures that are almost exclusive to 
Excel 2002. 

For instance, there's the "watch 
window" that lets users track 
results of multiple cells, even when 
they're working with other spread¬ 
sheets or workbooks. The formula 
evaluator shcvws users the step-by- 
step manner in which Excel 2002 
runs through a calculation. Both of 
these tools are accessible via the 
Formula Auditing toolbar. 

Users also can organize work¬ 
books by color-coded tabs. Then 
there's Auto Republish, a feature that lets 
users save data to a Web page automatically 
every time they save a file. And the Data 
Connection Wizard simplifies the procedure 
for connecting a user to an OLE (object linking 
and embedding) DB (database) data source. 

PowerPoint 2002. Next, let's look at another 
application found in all editions of Office XP. 
It's in PowerPoint 2002 that we really see the 
task panes come into play much more. The 
Slide Design task pane lets you preview 
scores of design options, including templates, 
color schemes, and animation schemes. And 
if the animation schemes catch your eye, 
you can click a button that presents you 
with even more. The Custom Animation task 
pane features other types of animations, 
including one that moves multiple objects 
simultaneously, and another that exhibits 
path animation, where objects slide along a 
predetermined path. 

Smart tags are also hot items here. Let's 
assume you're working on a slide and you're 
inserting a table into a bulleted list. By default, 
PowerPoint 2002 changes the layout so the 
table and the text are side by side. A smart tag, 
though, lets you undo this change and pro¬ 
vides you with more AutoCorrect options. 


Other new features include new presenter 
tools, so you can see what's coming next 
(before your audience); multiple masters, so 
you can create more than one presentation in 
the same file; and a print preview command, 
so you can get an idea of what the presentation 
will look like before you print it and waste 
reams of paper. 



Word 2002, a component of Office XP, includes an enhanced 
called Markup, to track editing in documents by using 
balloons to display suggested changes. 


' Outlook 2002. In keeping with Microsoft's 
tradition of adding numerous new and 
improved features, Office XP's communica¬ 
tions tool and personal information manager, 
Outlook 2002, also has several enhancements. 

On the e-mail side, there's support for the 
ability to create several accounts within one 
profile, use Hotmail, and take advantage of 
AutoComplete Addressing, which fills in an 
e-mail address as you are typing it. You can 
also switch between mail formats and manage 
mailboxes better, thanks to tools that let you 
quickly view their sizes, and a function that 
automatically cleans up wasted space in text e- 
mail messages you receive. Outlook 2002 also 
blocks attachments it deems unsafe and stops 
malicious programs from automatically using 
the address book to send e-mail without the 
owner's consent. 

On the calendar side, color-coding lets users 
assign different colors (and therefore, assign 
different importance levels) to individual 
appointments. And, when users receive a 
request for a meeting, they don't need to sim¬ 
ply accept or decline; if they wish, they can 
request a new meeting time. Regarding the 
contacts features in Outlook 2002, you'll notice 
that contact cards now offer space specifically 


for user e-mail names. These are just a few of 
the new features, so to learn more, see the 
other articles about Outlook 2002 in this issue. 

Access 2002. Those of you who have any¬ 
thing other than the Standard edition of the 
Office XP suite will find that Access 2002 is 
included. And it, too, has some new and 
enhanced features. 

Under its core features, you'll 
find that a new file format allows 
for better management and perfor¬ 
mance of larger databases. A new 
Undo feature lets you perform 
undo and redo actions more than 
once while in the Design view. The 
PivotChart and PivotTable views 
are also new, and they present you 
with a better view of database 
tables, queries, and other data. And 
as a bonus. Access 2002 includes an 
improved feature for fixing broken 
forms and reports. 

Access 2002 also has improved 
support for data types. It handles 
XML, and it displays English, Asian 
languages, and complex scripts bet¬ 
ter than before. Plus, if you're using 
VBA (Visual Basic for Applica- 
tions), you'll see additional new 
objects, properties, and methods. 

. FrontPage 2002. Users with the Office XP 
Professional Special Edition suite or Office XP 
Developer suite will be able to take advantage 
of FrontPage 2002, Microsoft's Web authoring 
software. And it, like all the other applications, 
has specific tools and features that were only 
recently added. 

There's the Photo Gallery, a tool for creating 
photo albums for the Web; the bCentral 
Commerce Manager Add-In, which lets you 
easily add e-commerce functionality to your 
site; and automatic Web content, which helps 
you add live headlines and weather forecasts 
to your Web pages. And let's not forget the 
new drawing tools (based On PowerPoint 
tools) that FrontPage 2002 now provides. 

To Be Continued. Despite all the new 
features we've talked about here, this is just- 
a peek at what Office XP has to offer. To 
learn more, we recommend that you read 
some of the in-depth articles throughout this 
issue, including the instructions .found 
throughout the "Hints & Tips" and "Real- 
World Projects" sections, [u] 

by Heidi V. Anderson 
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Beyond The 
Bare Minimum 


Office XP’s System 
Set The Bar High 

Y ou might assume that system require¬ 
ments are a straightforward matter. As 
long as your hardware toes the line in 
several key areas, you will have no problems 
with the application's performance/right? 

Unfortunately, reality doesn't work this 
way. Software developers often understate the 
system requirements in order to include as 
many computers as possible in their potential 
audience. Microsoft is one of the worst offend¬ 
ers in this regard, listing system requirements 
for its OSes (operating systems) and office 
suites that just barely support the software. 

For this reason, you always need to stay a 
few steps beyond tire minimum requirements 
listed. You also should pay careful attention to 
any system recommendations noted among 
the system requirements. When you see a 
discrepancy between a requirement and a 
recommendation, you can bet that the former 
is all you need if you merely want to run the 
software, but the latter is what you need if you 
actually want to use it effectively. This step-by- 
step guide through the system requirements 
will help you determine whether your 
computer is up to the challenge of Office XP. 

Processor Power. The processor require¬ 
ments illustrate perfectly how Microsoft can 
stretch the boundaries of technological feasibil¬ 
ity when reporting system minimums. The 
company lists a 133MHz Pentium as the 
required processor for Office XP, but then goes 
on to list a Pentium 111 processor, the slowest of 
which operate at 450MHz, as the recommend¬ 
ed processor for the office suite. Note that the 
recommended processor is three times faster 
than and three generations ahead of the mini¬ 
mum required processor. This difference gives 
you a pretty good sense‘of the performance 
quality you can expect if you run Office XP on 
a system that barely meets the processor 
requirement. It will be s-l-o-w. For this reason, 
we strongly suggest abiding by the Microsoft 
recommendation on this one. 


Requirements 


You can upgrade to a 550MHz PIE proces¬ 
sor for $147 or get a 1GHz PEI processor for 
$189. Alternatively, you can buy AMD Athlon 
processors for a fraction of the cost of those 
made by Intel. A 1GHz Athlon chip sells for 
$105, for example. Regardless of which proces¬ 
sor upgrade you choose, make sure your 
motherboard can handle it. The users manual 
or computer manufacturer can help you find 
this information. (AU quoted prices came from 


the Monarch Computer Systems online catalog 
at http:/ /monarchcomputer.com.) 

■ Draw The OS Line. Office XP runs on 
Windows 98, Win98 Second Edition (SE), 
Windows Me, Windows NT 4.0 with SP6 
(Service Pack 6) or newer, and Windows 2000. 
It also runs on the upcoming Windows XP 
and any other OS that Microsoft releases in 
the near future. 

The recommended OS is Win2000. We 
would not recommend upgrading to Win2000, 
which costs $219, if your PC runs one of the 
other supported OSes. Just make sure the OS is 


Memory Considerations. Tire component 
that arguably has the greatest effect on the per¬ 
formance of Office XP is RAM (memory where 
data resides temporarily while an application or 
OS uses it). This is also one of the areas where 
Microsoft understates Office XP's system 
requirements. According to Microsoft, Office XP 
only requires 24MB of RAM for systems running 
Win98 or.Win98 SE, 32MB for systems running 
WinMe or WinNT, and 64MB for systems run¬ 
ning Win2000. An additional 8MB of RAM is 
required for each Office XP application you want 
to run simultaneously. For example, a Win98 
user who multitasks among three XP applica¬ 
tions needs 48MB of RAM (24 + 8 + 8 + 8 = 48). 


Despite its listed requirements, Microsoft 
recommends 128MB of RAM for systems run¬ 
ning Office XP. This is sound advice. The price 
of memory varies widely, but we found 128MB 
memory modules listed for less than $40. If 
you've been waiting to upgrade your system 
memory, you should use this opportunity as 
an excuse to actually do it. 

m Hard Drive Space. To accommodate the 
typical installation, you need a minimum of 
210MB of hard drive space for the Office XP 
Standard edition, 245MB for Professional and 
Professional Special Edition, and 450MB for the 
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Developer edition. You also need another 
115MB of space on the Windows drive (the hard 
drive where the default OS is installed). 

There are also several auxiliary hard drive 
requirements that vary according to your PC 
configuration. The Standard, Professional, and 
Professional Special Edition editions demand 
another 50MB of space if they're installed on 
systems running Win98, Win98SE, and WinNT. 

Alternately, the Developer edition requires an 
additional 230MB of storage space if it is 
installed on a system running Win2000; an addi¬ 
tional 120MB of space if it is installed on a sys¬ 
tem running WinNT 4.0; and an additional 
50MB of space if it is installed on a system run¬ 
ning Win98 or Win98SE. Developer also 
requires an additional 700MB of storage space 
(200MB on the Windows drive and 500MB on 
the drive where Office XP is installed) if the 


system is running Exchange Server. If the sys¬ 
tem is running SQL Server, another 270MB is 
required on the drive with Office XP. (For more 
information, see the Office XP Developer System 
Requirements page at http://www.microsoft 
.com/office/developer/suite/sysreq.htm.) 

Finally, you need an additional 100MB of 
hard drive space to accommodate Office XP 
Media Content and 50MB of space to accommo¬ 
date each additional supported language inter¬ 
face. The IntelliMouse Explorer pointing device 
requires 30MB of hard drive space (applies only 
to users of Office XP Professional Special 
Edition). You also should keep at least 10% of 
your hard drive empty at all times. This leaves 
plenty of room for virtual memory (an area on 
the hard drive that catches overspill data when 
system memory gets too full) and minimizes the 
effects of fragmentation (a condition that occurs 


Check The Specifications 


P erhaps the most disturb¬ 
ing news regarding the 
Office XP upgrade editions is 
that they are not available to 
users of Windows 95 or 
Office 95. Microsoft has final¬ 
ly decided that these prod¬ 
ucts, even though they still 
perform admirably for many 
PC users, are obsolete. If 
you have a computer that 
runs Win95 or Office 95, you 
cannot upgrade to Office XP. 

Unfortunately, users of 
Microsoft’s later OSes and 
office suites—particularly 
Windows 98 and Office 97- 
are likely to find themselves 
in the same boat. Office XP 
has robust system require¬ 
ments that may exceed the 
specifications of these out¬ 
dated products. Here, we 
examine what the differ¬ 
ences mean to you. 

Win98 and Office XP. 
Technically speaking, your 
Win98-based PC can sup¬ 
port Office XP as long as it 
has ample hard drive space 
and a 133MHz or faster 
Pentium processor. Prac¬ 
tically speaking, we 


don’t recommend attempting 
such a feat. You should have 
a much faster processor, 
such.as Microsoft’s recom¬ 
mendation of a Pentium III or 
better, and at least 64MB of 
RAM if you want Office XP to 
play nicely with Win98. 

Office 97 to Office XP. 
Users of Office 97 definitely 
have the most ground to 
cover. Office 97 requires a 
486 processor, 8MB of RAM, 
and approximately 120MB of 
• hard drive space. To make 
an effective upgrade to 
Office XP, users of Office 97 
must have Win98 or later, 
64MB of memory, and at 
least 500MB of hard drive 
Space. Be that as it may, we 
suggest keeping Office 97 if 
your system barely meets 
the standards for Office XP. 

In this case, the old office 
suite will run better and more 
efficiently than the new one 
on your vintage PC. 

Office 2000 to Office XP. 
Although Microsoft released 
Office 2000 less than two 
years ago, the aging suite 
has some catching up to do 


in terms of system require¬ 
ments. Office 2000 expects a 
75MHz Pentium processor, a 
notoriously low 16MB of 
RAM, plus 4MB of RAM for 
each open application, and 
only 189MB of hard drive 
space. To run Office XP on a 
system that meets these 
bare requirements, you must 
upgrade the processor, sig¬ 
nificantly bolster the RAM, 
and triple the required 
amount of available hard 
drive space. 

What about Windows 
Me and Windows 2000? 
Although WinMe and 
Win2000 can run on PCs 
with less-than-impressive 
specifications, it is unlikely 
that users of these OSes 
will have trouble supporting 
Office XP. If you run WinMe 
or Win2000 and have any 
concerns about upgrading 
to Office XP, we suggest 
boosting system memory to 
128MB and clearing out 
1GB of storage space on 
your hard drive. This will 
allow the office suite to 
function effortlessly. □ 


when related pieces of data are scattered ran¬ 
domly across the drive). 

The easiest way to accommodate all storage 
requirements is to allocate 1GB of hard drive 
space to Office XP. Users who find their systems 
strapped for storage space can buy a 20GB hard 
drive for less than $100. Maxtor (http://www 
.maxtor.com), Seagate Technology (http:// 
www.seagate.com), and Western Digital 
(http://www.westemdigital.com) are just a few 
of the.major hard drive manufacturers. 

Everything Else. The OS, processor, memo¬ 
ry, and hard drive requirements gamer most of 
the attention, but these are not the only techno¬ 
logical standards your PC must meet for Office 
XP. Your PC must have a CD-ROM drive, a 
Microsoft-compatible pointing device, and an 
SVGA (Super Video Graphics Array; video 
standard that supports the display of 24-bit 
color and resolutions up to 1,280 x 1,024) 
monitor. If you plan to use Office XFs Internet 
capabilities, your PC also needs Microsoft- 
compatible messaging software and an active 
Internet connection that supports speeds of 
14.4Kbps (kilobits per second) or faster. 

Some of Office XP's advanced features 
have their own system requirements. Speech 
recognition, for instance, demands a 400MHz or 
faster Pentium II processor, 128MB of RAM, a 
microphone, speakers, and Microsoft Internet 
Explorer 5.5 or newer (IE is available for free at 
http:/ / www.microsoft.com/windows/ie). 

Microsoft recommends a graphics tablet for 
handwriting recognition, requires a Microsoft- 
compatible digital camera for video broadcasts, 
and recommends a graphics accelerator or MMX 
processor. You'll need advanced networking 
software, such as Microsoft Exchange Server and 
Windows Media Server, to take full advantage of 
Office XP's networking capabilities. To obtain 
the server products, contact Microsoft at (800) 
426-9400 or visit its Microsoft Exchanger Server 
site (http://www.microsoft.com/exchange). 
Costs vary, depending on the product and your 
network configuration. 

Aim High. The importance of exceeding 
system requirements rather than just barely 
meeting them is something we cannot stress 
enough. Spending the time, and if necessary, 
spending the money to ensure that your PC 
has the recommended hardware reaps the ben- - 
efits of fast performance for Office XP and 
maximum productivity for you. (ls| 

by Jeff Dodd 
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Installation 
& Activation 

The Proper Way To Welcome 
& Register The Suite 


M ake no mistake about it, the Office 
XP experience begins with installa¬ 
tion and activation. The decisions 
made during this time have a lasting effect on 
the performance and capabilities of the office 
suite. Unfortunately, users may be tempted to 
take the installation process lightly, viewing it 
more as an obstacle than a path to productivity. 
And Microsoft's controversial activation 
process is more likely to provoke feelings of 


anger than excitement toward the new soft¬ 
ware. Nevertheless, users need to get the 
installation and activation right the first 
time; the rest of their Office XP experience 
depends on it. 

Installation Overview. The good news 
is that Microsoft makes Office XP's installa¬ 
tion easy. Microsoft streamlined the process 
so that end-user input is kept to a minimum. 


Consequently, the entire process consists of 
fewer than a dozen steps and takes less than 
30 minutes to complete. Yes, the process is so 
quick that you can install the suite during 
your lunch hour. 

Before you begin the installation, you 
should take a few preparatory steps. Make 
sure your PC can support the office suite. For 
the best performance, we recommend a 
Pentium HI processor, 128MB of RAM, at least 


500MB of hard drive space, and the Windows 
Me or Windows 2000 OS (operating system). 
For a complete list of system requirements and 
recommendations, see "Beyond The Bare 
Minimum" on page 19 in this issue. 

Second, perform all planned major system 
' upgrades prior to installing the office suite. 
Doing so minimizes the likelihood of encoun¬ 
tering problems with the activation process, 
which could be disrupted by the addition of an 


OS, hard drive, or some other system compo¬ 
nent. After performing the upgrade, wait a few 
days before installing Office XP. Use the 
downtime to weed out any errors or conflicts. 
You don't want to install the office suite on a 
misbehaving system. 

Verify you have an authentic copy of the 
software. Authentic installation CD-ROMs 
are imprinted with a hologram image, and 
the CD jewel case has a Product Key sticker 
on the back. The product key is a 25-charac¬ 
ter code that you enter during the installation 
process. If you think you may have pur¬ 
chased a copy that is not authentic, please 
contact Microsoft immediately by calling 
(425) 882-8080 or (800) 426-9400. 

Finally, you must decide where you want to 
install Office XP. The default location is the 
Microsoft Office subfolder, which is located 
within the Program Files folder on the 
Windows drive (the hard drive where 
Windows is installed). We recommend using 
the default location for simplicity's sake, but 
you can install Office XP in any folder and on 
any drive in your system. Note that you will 
receive the best performance by installing 
Office XP on a hard drive rather than on 
removable media, such as a CD-R (CD-record¬ 
able) or a Jaz disk. 

Options To Consider. As with other soft¬ 
ware, Office XP gives you several installation 
options: a complete installation, which auto¬ 
mates the process of installing all of the suite's 
various components; a custom installation, 
which lets you choose the components you 
want installed; and a typical installation, 
which automates the process of installing only 
the most popular components. The option you 
choose will determine the size and shape of 
Office XP on your PC. 

A fourth option, the upgrade installation, 
is available if you have an existing copy of 
Microsoft Office on your PC. The steps for 
completing an upgrade installation are iden¬ 
tical to those for completing the typical 
installation option. 

Typical. Not surprisingly, the typical 
installation option is the one that Microsoft 
prefers most people use. It is also the one we 
recommend. This option puts all of the suite's 
applications and its most popular tools on 
the hard drive, where you can access them 
quickly and conveniently. 

For example, a typical installation of Office 
XP Professional installs the Word, Excel, 
PowerPoint, Outlook, and Access productivity 
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applications. It also installs the most common 
text converters, which let you read text data 
created by other word processing applications, 
and graphic filters, which let you view digital 
images created by other image-editing applica¬ 
tions. Plus, it installs English-language proof¬ 
ing tools, such as the spell checker and the 
automated hyphenation utility. In addition, a 
typical installation includes the Save My 
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Before you begin the installation, use the System Information 
utility to find out if your PC can meet Office XP’s rigorous 
system requirements. To access this utility, open the Start 
menu and select Programs, Accessories, and System Tools. 



Settings Wizard, System Information utility, 
Clip Organizer, Clippit Office Assistant, Office 
XP and 2000 Web components, smart tag plug¬ 
ins, and support for Microsoft SharePoint. 

The tools you are not likely to use, such as 
support for multiple languages and alternative 
user input tools, are not installed on the hard 
drive during the typical installation. 

You'll need to activate the typical installa¬ 
tion by clicking the words Install 
Now during the Office XP installa¬ 
tion procedure (or by selecting the 
Typical option if you have an 
existing copy of Microsoft Office 
on your PC). If you later decide 
you would like to tweak the con¬ 
figuration of Office XP, you should 
reinsert the installation disc and 
use the Office XP Setup utility to 
add or remove components. 

Complete. As you might expect, 
the complete installation option 
puts all the contents of the office 
suite, including support for inter¬ 
national languages and a large 
assortment of sample data files, on 


installation is complete, you can enable other 
language settings by opening the Microsoft 
Office XP Language Settings tool from the 
Microsoft Office Tools folder on the Start menu. 



is set to Install On First Use. Simply insert the 
Office XP installation CD-ROM in the disc drive 
and click OK to install the component. 


the hard drive. This option consumes a lot of 
hard drive space. In comparison, the typical 
installation of Office XP Professional consumes 
211MB of hard drive space, whereas the com¬ 
plete installation of the same product eats up 
482MB of hard drive space. 

We recommend the complete installation 
option for aggressive computer users who 
legitimately need access to most, if not all, of 
the office suite components. We also recom¬ 
mend it to mobile computer users who prefer 
to leave their setup discs at the office. Frequent 
travelers, business students, and commuting 
office workers are among the prime candidates 
for a complete installation option. 

Custom. The custom installation option 
shapes the look of the office suite on your PC 
to meet your needs. First, you get to choose 
which applications you want to install, and 
then you get to select the components you 
want to install. You also can decide whether 
each component is installed during installation 
or the first time you access it. Because you con¬ 
trol the entire installation procedure, the size 
of the installed office suite will vary. 

Customizing the installation is not as much 
trouble as you might think it would be. 
Microsoft gives you four basic installation 
options for each component. The first and sec¬ 
ond options are Run From My Computer and 
Run All From My Computer. These options 


tell Office XP Setup to load the component (in j 
the former case) or load the component and all 
its subcomponents (in the latter case) on your j 
hard drive. The component(s) will be available 
for use immediately following installation. 

The third option is Installed On First Use, 
which indicates that you want the component 
to be available on your PC (meaning that a 
shortcut to the option will appear on the Start 
menu or on an application menu), but you 
will wait to complete the installation of the 
component until the first time you use it. The 
only catch with this option is you must have 1 
the setup disc on hand when you first try to 
run the component. 

The fourth option is Not Available, which 
means the component will not be loaded on ; 
your PC at all. If you later decide to install j 
one of these unavailable components, you ! 
must insert the Office XP installation CD- ; 
ROM in the disc drive and run Office XP • 
Setup again. 

Advanced users who want total control 
over the installation process should consider 
using the custom installation option. Using ! 
this option effectively requires an intricate j 
knowledge of the office suite's features and 
functionality. Do not attempt to customize the 
installation if you have never used an office j 
suite before, if you are uncertain about the 
components you will use, or if configuration 
issues easily intimidate you. 

Sign On The Dotted Line. A key part of 
every Microsoft software installation is the 
End User License Agreement, which Microsoft 
refers to as the EULA. The EULA is a contract 
defining the relationship between you and 
Microsoft and dictates the situations in which j 
you can legally use the software. 

First and foremost, the EULA states you are j 
the licensee, not the owner, of the software. As ] 
such, you may install and use the software on j 
one computer. The license also gives you the | 
right to install the software on a second com- I 
puter, as long as the second computer is used 
exclusively by you. Alternatively, you may I 
install the office suite on a server (a central j 
computer that may be accessed by other j 
computers on a network), but you then must j 
obtain separate licenses for each of the ] 
computers that have access to the server. 

The EULA goes on to list numerous provi- j 
sions covering a variety of issues, including j 
upgrades, intellectual property rights, back- 1 
ups, export restrictions, and a limited warranty. ] 
Some of the most notable stipulations are: 
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continue with the installation. Type the 25-character 
key in the appropriate boxes, and then double-check 
it for accuracy before clicking the Next button. 


• you do not own the copyright on graphics product on several networked computers or by 

and other digital media elements included sharing it with your neighbors. Unfortunately, 
with the suite it also wreaks havoc if you encounter a situa- 

• you may not install the suite applications on tion that makes a legitimate third (or fourth) 
multiple computers (for example, you may installation necessary. 

not install Word on one computer, Excel 
on another, and Access oh a third) 

• you may not rent the software to some¬ 
one else 

• you do not own the intellectual property 
rights to any of the code that constitutes 
the software 

• you may not export it to embargoed 
countries 


I The EULA also states that Microsoft is 
I not liable for any damages caused by its 
t products. If your hard drive crashes while 
you install Office XP, you cannot sue 
Microsoft for the cost of getting a replace¬ 
ment drive or for the value of any data you 
may have lost. 

You must agree to the terms of the EULA 
in order to proceed with the installation. 

■ Talk ’bout Activation. If the EULA really 
gets your goat, then Microsoft's new activation 
policy is going to get your horse and cow, too. 
Easily the most controversial element of Office 
XP, the activation policy is part of an attempt 
by Bill Gates and company to clamp down on 
software piracy (illegal distribution of unli¬ 
censed software). It does so by ensuring that 
the office suite cannot be used on more than 
two computers. 

The activation policy works in conjunction 
with the installation process. Microsoft lets 
you install the office suite as many times as 
you want, but each installation is valid for only 
50 launches (a launch occurs each time you 
open a suite application). If you want to use 
the product permanently, you must activate it. 

Activation is a simple procedure that 
involves contacting Microsoft either by phone 
or via the Internet and receiving a confirma¬ 
tion code. Entering the code on your PC 
removes the 50-launch limit and lets you use 
the product indefinitely. If you fail to activate 
Office XP within 50 launches, the suite reverts 
to a reduced functionality mode. This mode 
lets you view existing documents but won't let 
you create or edit documents. 

That's all there is to the activation policy... 
well, except for a little stipulation stating that 
you may only activate Office XP twice. Such a 
policy effectively squelches any opportunity to 
pirate the software, either by installing the 



When you see this message, you know that 
Office XP installed correctly. All that remains 
is the activation process. 

For instance, what if you upgrade your 
desktop computer after already activating 
Office XP twice (once on your old desktop and 
once on your portable computer)? The good 
news is that the terms of the EULA let you 
remove Office XP from the old desktop and 
reinstall it on the new desktop computer. The 
bad news is that you must call Microsoft (at 
888/652-2342 or 716/871-2919), explain the sit¬ 
uation to customer service, and then hope that 
someone believes your story and issues a new 
activation code. This is a lot of hassle and 
inconvenience for something you have a legal 
right to do. 

You need to keep Microsoft's activation pol¬ 
icy in mind as you perform your installation. 
We suggest that you take full advantage of 
your 50 launches before activating the suite. 
This trial period represents your only chance 
to determine whether you want to keep the 
office suite on your PC or install it on another 
system. You can maximize your launches by 
minimizing unused applications rather than 


closing them and by keeping your PC in stand¬ 
by or hibernation mode rather than shutting it 
down over night. For Microsoft's full explana¬ 
tion about its activation technology, visit the 
Microsoft Office XP Product Activation Web 
page (http: / /www.microsoft.com/office 
/ evaluation/indepth/activation.htm). 

Step-By-Step Installation. Enough 
of the small talk. All that really matters is 
how to get Office XP up and running in the 
shortest amount of time possible. You'll be 
glad to hear that, despite the addition of the 
activation policy, Microsoft has managed to 
abbreviate the installation process. Here are 
the 11 steps of installing and activating 
Office XP. 

1 Insert the installation CD-ROM in 
■ the disc drive. Our version of Office 
XP Professional came with four discs: the 
disc you need to use is the one that isn't 
labeled as having any special content. For 
example, in our set of four discs, one was 
labeled as having Media Content, one was 
labeled as Step-by-Step Interactive Training, 
one was labeled as Auto Demo, and the fourth 
had no label. The last disc was the one that 
included the applications. 

2 The installation process should begin 
a by itself. A Preparing To Install mes¬ 
sage will appear briefly on-screen, followed-by 
the Microsoft Office XP Setup dialog box. If the 
installation process does not begin automati¬ 
cally, you can access it by opening the Start 
menu, choosing the Run option, and typing 
d:\setup.exe (where d represents the drive let¬ 
ter assigned to your disc drive) in the Open 
field of the resulting Run dialog box. 

3 On the first screen of the Microsoft 
■ Office XP Setup dialog box, enter your 
name in the User Name field, your initials in 
the Initials field, and the name of your com¬ 
pany or organization in the Organization 
field. Next, type the 25-character product key 
in the five Product Key fields. Double-check 
the product key to make sure you typed it 
correctly. (If you enter the incorrect product 
key, you will receive an error message indi¬ 
cating that the key is invalid.) Click the Next 
button to proceed. 

4 On the following screen, you should 
■ read and accept the EULA. Click the 
box next to the I Accept The Terms In The 
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after you activate it for the first time, you can only install 


License Agreement option, and then click the 
Next button to continue. 

5 The next screen gives you three 
■ options for installing the product: 
Install Now, which installs the most commonly 
used applications and components; Complete, 
which installs all applications and compo¬ 
nents; and Custom, which lets you select the 
programs and components you want to install. 
The Install Now option is the default selection. 
Review the installation location destination in 
the Install To field, and then click the Next but¬ 
ton to continue. Proceed to step 6 if you chose 
the Install Now or Complete options; proceed 
to step 7 if you chose the Custom option. 
Please note that you also may see a fourth 
option, Upgrade, if you have an existing copy 
of Microsoft Office installed on your PC. 
Proceed to step 6 if you chose the Upgrade 
installation option. 

6 The resulting screen indicates the 
■ installation is ready to begin. It also 
indicates which components are being 
installed and how much hard drive space is 
required to accommodate them. Click the 
Install button when you're ready to proceed. 
Skip ahead to step 9. 

7 The resulting screen lets you choose 
■ which applications you want to 
install. Make sure a check mark is next to 
each application you want to install (click the 
small checkbox next to the application to add 
or remove a check mark). You also must 
select either the Install Applications With 
The Typical Options or Choose Detailed 


Installation Options For Each 
Application option. Selecting 
the former ends the customiza¬ 
tion process; selecting the latter 
takes you to another customiza¬ 
tion screen in which you get to 
choose the components you 
want to install. 

You have four options for 
customizing the installation of 
components: Run From My 
Computer, Run All From My 
Computer, Installed On First 
Use, and Not Available. You can 
access these options by clicking 
the tiny icon located to the left 
of each component. As you 
select or remove components 
for installation, the amount of 
required hard drive space will increase 
or decrease accordingly. 

When the customization 
process is complete, click the 
Next button to proceed. 


This screen reviews 
your installation selec¬ 
tions. Up to this point, you can 
click the Back button to return 
to any previous stage of the 
installation process. This is 
your last chance to modify the 
installation. When you're ready to proceed, 
click the Install button. 



You need to activate Office XP 
only once on your computer. 
Trying to activate it again will 
prompt this error message to 
appear on-screen. 


9 . 


Once the installation begins, a progress 
indicator appears on-screen. The indi¬ 
cator tells you which files are being installed, 
what the current state of installation is (such as 
"Copying New Files" or "Writing System 
Registry Values"), and how much more has to 
be installed before it is complete. 
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When installation is complete, an 
on-screen message will appear indi¬ 
cating that the Microsoft Office XP setup has 
completed successfully. Click OK to continue. 

You may begin using Office XP immediately. 

When you're ready to activate the 
office suite, you need to access the 
Activation Wizard. The easiest way to do so is 
by opening an Office XP application or compo¬ 
nent. You also can access the wizard by opening 
the Help menu in any Office XP application and 
selecting the Activate Product option, or you 
can access it by opening the Start menu and by Jeff Dodd 


burrowing through the Programs and 
Microsoft Office Tools folders until you reach 
the Activate Product option. In either case, the 
Activation Wizard will appear on-screen and 
prompt you to activate the suite by telephone 
or the Internet. 

If you choose to activate by telephone, you 
must navigate a series of screens that explain 
the process and prompt you for your location. 
After selecting a country from the scroll-down 
menu, a telephone number and installation ID 
will appear on-screen. Call the phone number 
and provide all 50 digits of the installation ID to 
the customer service agent. The agent will ask a 
few questions and then give you a confirmation 
code. Type this code in the fields labeled A, B, 
C, etc. Clicking the Next button registers the 
confirmation code and completes the activation. 

If you choose to activate the suite via your 
Internet connection, you will complete a similar 
process. First, the Activation 
Wizard will establish a con¬ 
nection with Microsoft. Next, 
it will ask you for several 
pieces of information, includ¬ 
ing your name, address, 
e-mail address, and the coun¬ 
try where you live. The only 
information you need to pro¬ 
vide is the name of the coun¬ 
try where you live and your e- 
mail address. The rest of the 
information is for the optional product registra¬ 
tion. After clicking the Submit button, you will 
receive an on-screen verification message, possi¬ 
bly containing a confirmation code. You don't 
need to remember this code, and in many cases, 
you won’t even see a confirmation code. At this 
point, the activation is complete. You can close 
the message and begin working in Office XP. 

Media Content & Beyond. The function¬ 
ality of Office XP is not limited to the contents 
of the installation CD-ROM. At the very least, 
you should take advantage of the multimedia 
content that is available on the included 
Media Content disc. You also can install add¬ 
on applications, such as MapPoint 2002 map¬ 
ping software ($249; 800/426-9400; http:// 
www.microsoft.com) or Visio 2002 diagram¬ 
ming software ($199), that are designed to 
complement the Office XP applications. Now 
that you know how to install the office suite, 
you will have no problem installing these 
minor accessories. Q|] 
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A Bonanza Of 
Cross-Suite Features 

Office XP Brings New Functionality To Popular Suite 



O ffice XP applications sport an 
impressive number of new 
features and utilities. Some are 
merely tweaks, but several apply 
to all of the suite's applications 
and add entirely new functionality to the suite. 
We'll cover some of the new features in the 
Office XP applications. 

■ Smart Tags. Office 2000 applications 
offered a type of "text intelligence" that could 
recognize and fill in certain text as you typed 
it, such as the current (fate or your name. 
Smart tags in Office XP applications expand on 
this capability by recognizing even more types 
of data and by giving you the opportunity to 
act on that data. For instance, typing a person's 
name initiates a smart tag that can create an 


k contact, send a meeting invitation, 
or insert the person's address. Typing a three- 
letter stock symbol produces a smart tag that 
will retrieve the current stock price from 
the Internet. 

Smart tag text is underlined in purple. 
When you hold the mouse pointer over the 
text, a smart tag button (a blue box with an "i") 
appears. Click on the button to see a list of 
actions to take for that particular text. By 
default, smart tags appear for dates, times, 
addresses, places, stock symbols, and names 
added to your Outlook address book. 

Smart tags also appear for several general 
Office tasks. The Paste Options button appears 
as the Paste icon in a blue box every time you 
paste a selection and lets you chose formatting 
for the selection as you paste. The AutoCorrect 


Options button (a lightning bolt in the blue 
box) appears when PowerPoint, Word, or 
Outlook make an assumption about your 
actions, such as numbering lines, and lets 
you either undo or keep the correction. Most 
smart tags offer functionality that has already 
existed in previous versions of the applica¬ 
tion; the main difference is that in Office XP 
' you don't have to find (and then activate) 
that functionality. 

■ Task Pane. The task pane is a new 
window, usually located along the right side of 
your Office XP applications. It displays 
relevant information and lets the user perform 
common operations, like retrieving clip art or 
accessing the clipboard. Previously, you 
performed these tasks via a dialog box, 
toolbar, or menu; in XP, Microsoft has tried to 
make it easier to work with these tools. 

The title at the top of the task pane identifies 
the current operation. Switch back and forth 
between task panes by clicking the Down 
arrow next to the title, then selecting a task 
from the list. Each application can access task 
panes for the Clipboard (see Clipboard, 
below), clip art (see Clip Art Organizer, 
below), searching (see Searching, below) and 
creating new documents. Additional panes 
provide formatting functions in Word and 
slideshow functions in PowerPoint. 

You may initially find this feature distract¬ 
ing and awkward, especially if it covers part of 
your document. If so, you can resize (drag the 
left border in and out) or close (clicking the X 
in the title bar) the task pane. (Reopen it by 
selecting Task Pane from the View menu). 

■ Searching Made Easy. In Office 2000, 
you could "find" files from within the Open 
dialog box. You can still search for files by 
selecting Tools from the Open dialog menu, 
but Microsoft has greatly simplified the form. 
Alternately, you can search for files from any 
XP application through the simple search form 
in the task pane. No matter where you execute 
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the search, the concept is the same: Enter some 
text in the Search box, click Search, and the 
system will display a list of any files that 
contain that text, no matter which Office XP 
application created it. Narrow your search by 
entering specific criteria under Other Search 
Options or Advanced Search. If you click 
a file, Office XP will open the file in the 
appropriate application. 


easily visible blue box outlines selected items 
on the toolbars instead of the depressed box 
used in previous versions. And for added 
contrast and visibility, the menu items are now 
white. Also new to the menu is the Ask A 
Question box for fast help file searches. 

Office has also enhanced how you access 
and work with files. You can now create a new 
document using an existing document as 


rd. Each time you 
cut or copy an item, it remains in the 
Clipboard until you empty it or close the 
application. The clipboard in Office XP now 
stores up to 24 items and is located in the task 
pane. When cutting and pasting, the task pane 
makes it easy to see what you are doing by 
showing each Clipboard item as either a 
thumbnail graphic or as a blurb of text. 

■ An Organizer For Your Clip Art. As 

with Office 2000 > s Clip Gallery, XP's Clip 
Organizer comes with some graphics, and 
it tries (not too successfully) to make it easier 
for you to add your own files to the clip 
art collections. 

Use the Clip Organizer utility to manage 
your clip art, but when you want to insert clip 
art in a document, it's actually easier to use the 
Insert Clip Art task pane within the XP 
application. Open Clip Organizer by selecting 
the Windows Start button, Programs, and 
Microsoft Office Tools. Collections of clip art 
are listed on the left side according to their file 
location, which may not be very helpful when 
working with a large number of graphics. You 
can add graphics manually by selecting File, 
Add Clips to Organizer, and On My Own. 

To insert clip art from within an XP applica¬ 
tion, select the Insert Clip Art 
task pane and specify the 
type of clip art you want. To 
use a clip, click the Down 
arrow on the right side of the 
graphic and select the desired 
action from the menu. 


■ Changes To The Office 
Interface & Operation. In 

addition to several very 
prominent new features, 
Microsoft has also made 
some minor (but important) 
enhancements in the appear¬ 
ance and operation of Office 
applications. You will imme¬ 
diately notice that a more 
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Smart tag items in Excel have a small triangle in 
the comer of the cell, and will allow error 
checking, retrieval of current stock quotes, and 
automatically fill cells with data. 

starting point by selecting New From Existing 
Document in the New Document task pane or 
by using the Open As Copy button from the 
Open dialog box (the difference is the default 
filename). If you select Save As to save a file 
over an existing file, the application will ask if 
you want to overwrite the existing file, start a 
new document, or merge the two files. 

Finally, you can unclutter the Windows 
Taskbar when Working with multiple 
documents. With Office 2000, if you have sev¬ 
eral documents 
open in the 
sanre applica¬ 
tion, each docu¬ 
ment would 
have an 


•~iTire7 


The smart tag button appears 
when you position the mouse 
pointer over smart tag text. 
Clicking the box will give you a 
choice of actions you can take 
for that type of text 



in the Taskbar. In XP applications, if you dese¬ 
lect Windows In Taskbar under Tools, 
Options, and View, then only one instance of 
the application shows up in the Taskbar. You 
can then use the Windows menu to move 
between documents. 

■ Speech Functions. Another important 
new feature, the speech recognition tool, will 
take what you speak into the microphone 
and either act on your voice commands or 
enter your speech as data. You can access 
Speech Recognition in all XP applications by 
clicking Speech on the Tools menu. (If it is 
not on the menu, you will need to install it 
through the Office setup.) After training the 
speech tool to recognize your speech, you can 
start a dictation session by clicking with the 
mouse or by saying the names of the buttons 
on the Language toolbar. 

Keep in mind that Office XP's speech 
recognition is not really designed for 
completely hands-free operation. Before you 
throw out your mouse, remember that you'll 
need to do at least some manual editing and 
that certain actions do require the use of the 
mouse and keyboard. 

■ Document Recovery. If an Office XP 
application crashes, Microsoft has added 
more protection to prevent you from losing 
unsaved work. First, if a crash occurs, the 
application will restart and simultaneously 
attempt to recover the file. When the applica¬ 
tion reopens, it displays a Disaster Recovery 
task pane with the original and recovered 
versions. Click the arrow next to the 
document to open it, review the repairs that 
were made, or save it. 

If a hung application does not automatically 
attempt recovery, use the Application 
Recovery utility to restore the application and 
document. From the Start menu, click 
Programs and Microsoft Office Tools. Select 
the application from the list and click Recover 
Application. Office will close 
and then reopen the applica¬ 
tion, displaying the Document 
Recovery task pane. 

If the document repair fails, 
use Open And Repair to fix a 
corrupted document. From the 
File menu, select Open, select 
the file, click the Down arrow 
next the Open button, and 
select Open And Repair. 
Sometimes the application 
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must extract formatting, leaving 
only the data, in order to restore 
a document. 

■ Tracking & Merging 
Changes In A Document. 

Office's improved reviewing 
features keep track of several 
types of changes that users 
might make to a document in 
Word, Excel, or PowerPoint. 

Once you click the Track 
Changes icon on the Reviewing 
toolbar, the application records 
: exactly what changes were 
made in each version, the name of the person 
making the change, and the date and time of 
the change. If you wish, you can temporarily 
hide the revision markings or display only 
certain revisions, like only newly inserted 
text. You can also print a copy of the 
document with the changes marked by 
selecting File, Print, and then selecting List 
Of Changes in the Print What box. 

These new features are especially useful 
when several' users are working on one docu¬ 
ment. If you e-mail your document to others 
using the new Mail Recipient (For Review) 
command from File, Send To, a copy of the 
document is saved in review mode and then 
sent. When the recipient opens the document, 
the Review toolbar opens automatically and 
any edits made'to the document are recorded. 
When the author gets the document back, she 
can review the comments and color-coded 
changes, and then either incorporate the 
changes or merge this marked-up document 
with the original. 

■ SharePoint Team Services. With this 
new business feature, Microsoft provides 
an entire customizable Web site. Essentially, 
this amounts to an automatic intranet. 
Preformatted Web pages lets a group of users 
share documents and contacts, assign tasks, 
and conduct online discussions. Members 
of the group can add and edit 
information on the site through the Internet 
Explorer browser or directly through Office 
XP applications. 

Before you can create a team Web site, you 
must either install SharePoint Team Services 
(included in FrontPage 2002, Microsoft Office 
XP Developer, and Office XP Professional 
Special Edition) on your Web server or 
subscribe to an ISP (Internet service provider) 
that hosts SharePoint services. You can create 


Clipboard and clip art functions can 
only be accessed via the new task 
pane. Task panes in Word offer 
additional functions such as 
formatting, language support, 


the SharePoint site from an Office 
application by adding a Web 
folder from the New Document 
Task Pane. Then, to include Office 
documents on the team Web site, 
just save them from within the 
application directly to the appro¬ 
priate Web folder site. 

Note that SharePoint Team Services is 
geared towards collaborative work among 
small groups. If you have a larger organiza¬ 
tion, you may wish to look into SharePoint 
Portal Service, a similar service meant for 
enterprise deployment. In either case, 
SharePoint could prove to be a useful tool for 
businesses with remote employees or distrib¬ 
uted workgroups. 

Support For Additional Languages. If 

you create documents in another language or 
frequently use foreign phrases, the latest 
version of Office's language support may be 
useful. The Language Setting tool enables a load 
of features including spelling checkers, text 
translation, some multilingual menu com¬ 
mands, international characters and symbols, 
and text entry in East Asian and Semitic (right- 
to-left) languages. Other tools, including 
fonts, grammar checkers, AutoCorrect lists, 
AutoSummarize rules, and character conver¬ 
sion editors for Asiap languages are available in 
the Microsoft Office XP Proofing Tools add-in 
($79.95, http://shop.microsoft.com). 

To set up the language tools, from the Start 
menu, select Programs, Microsoft Office 
Tools, and Microsoft Office XP Language 



you of the error and offers to report the error to 
Microsoft before starting the recovery process. 


Settings. Add the desired languages from the 
list; Office will install the files. (You'll need 
to have the CD handy). Support for the 
language appears the next time you start an 
Office application. The nature of the support 
varies based on the application, such as spell 
checking foreign words in PowerPoint, 
interpreting words in the Translate task 
pane in Word, or sorting lists with Arabic 
characters in Access and Excel. 

Personal Settings. After you have taken 
the time to customize your toolbars, create 
templates, and change default file locations, 
you can save these settings and restore them 
on any computer; quite a useful capability if 
you have to restore your computer after a 
crash, if you share a computer with other 
users, or if you use more than one computer. 

To save your settings, quit any Office 
programs you're currently running, go to the 
Start menu, select Programs, Microsoft Office 
Tools, and Save My Settings Wizard. Click 
Next, and follow the instructions. Using the 
Office Profile Wizard, you can save your 
personal settings to any folder you can access, 
or to a diskette, a network, or the Web. In fact, 
Microsoft has reserved a spot for you on the 
Web if you want to save your settings there. 
(You'll need a Microsoft Passport account, but 
if you don't have one, you can set it up while 
you run the Wizard.) 

Your saved profile includes Toolbar modifi¬ 
cations, menu modifications, settings in the 
Options dialog box (in the Tools menu), 
default locations for templates, files, clip art, 
AutoCorrect lists, custom dictionaries, and 
Templates. (NOTE: Speech Recognition settings 
are not saved.) 

When you want to restore settings, start the 
Save My Settings Wizard and choose the 
Restore Previous Saved Settings option. 

■ A Host Of Useful Features. Other new 
features include XML support, digital 
signatures, Office Web Components upgrade, 
an online Template Gallery, and ready-made 
Auto-Shape diagrams such as organizational 
charts and Venn diagrams. More than just a 
fancy upgrade, Office XP offers a slew of 
totally new or improved features and 
functions, most of them very useful, not too 
difficult to pick up, and largely consistent 
across all suite applications. @] 

by Tracey Dishrnn Patterson 
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Microsoft Word 
Matures 

New Task Panes, Language 
Tools Beef Up Productivity 


I icrosoft Word is the oldest and 
perhaps the best-known application 
in the MS Office Suite. In fact, Word 
pre-dates the Windows operating system. First 
released as an MS-DOS program, Word 
evolved into the flagship piece of an entire 
array of professional productivity applications 
released under the MS Office banner. 
Microsoft Word 2002 Continues the trend 
toward more graphical interaction, new and 
improved features, and increased automation. 
Some enhancements are relatively minor and 
will hardly be noticed. Other changes will be 
much more significant to the many people 
who use Word as their everyday word 
processing workhorse. 

■ Task Panes Ease Management. 

Perhaps the most noticeable change to the 
working environment of Word is the addi¬ 
tion of task panes. Task panes are similar to 


the Explorer Bars (such as Search, History, 
and Favorites) that you may be used to see¬ 
ing along the side of your Internet Explorer 
browser. With the introduction of eight new 
task panes in Word 2002, Microsoft has given 
Office users a range of powerful new tools to 
improve the user experience and make word 
processing easier. You can manage docu¬ 
ments, paste from your Clipboard, search for 
files, find and add clip art, adjust or review 
your document's formatting, create a mail 
merge, or take advantage of Word's new 
translation tools, all 
while keeping your 
active document in front 
of you. 


■ Language Features 
Add Sophistication. 

While Windows applica¬ 
tions often utilize TTS 


(text-to-speech), allowing on-screen text to be 
read aloud, Word 2002 introduces a new tool 
with the opposite aim: built-in speech recog¬ 
nition. Once set up, Microsoft SR (Speech 
Recognition) will run with any SR-capable 
Office software. You'll need a microphone 
and speakers or headset, as well as a 400MHz 
CPU, 128MB of RAM, and Windows 98 or 
higher. Even with that much RAM, the 
language features of Word are very resource¬ 
intensive, so close any other applications 
when you want to use SR in Word. After 
walking through a fairly simple wizard for 
setup, you should spend some time reading 
the included text samples to the program, 
training it to recognize your speech patterns. 
Remember, the more time you spend train¬ 
ing, the less time you will spend correcting 
mistakes. You can then turn on the Speech 
capability from the Tools menu and talk to 
Word via the microphone. The Language Bar 
assists you in managing your Speech settings 
and activities. Making corrections is still a bit 
unwieldy; with no voice-activated correction 
or backspace options, the tool isn't very 
hands-free. The accuracy of the speech recog¬ 
nition itself is very good, though, and 
compares favorably to even the best dedicat¬ 
ed speech recognition packages. 

Office XP also comes with an effective 
Handwriting recognition tool that lets you use 
a pen and tablet (or even your mouse) to insert 
freehand writing or diagrams into documents. 
You can draw directly on a document or use 
the Writing or Drawing Pads that Word can 
either translate into typed text or insert as-is 
into your document. This feature mak*es 
adding realistic signatures and natural-looking 
sketches a snap. You can also display 
on-screen standard and symbols keyboards, so 
that you can click to add text or symbols while 
you draw. 


I Integrated Smart Tags Add Power. 

Smart Tags are another new element of Office 
XP, serving to further integrate each compo¬ 
nent of the suite. Word 2002 can recognize 
certain types of 

^Handwriting nWritingPad } ® j ;| text and offer you 


* □ Writing Pad 


Write Anywhere 


Drawing Pad 
Ik On-Screen Standard Keyboard 
ft On-Screen Symbol Keyboard 


options 
Smart Tag based 


Word’s handwriting 
feature lets you insert 
handwritten text into 
your document. 
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U Word Offers Web Enhancements & 
Improvements. In keeping with Microsoft's 
strategy of Web-enabling its suite, Word 2002 
contains several enhancements to its Save As 
Web Page functionality. The first is an option 
to Save As Filtered HTML, which purges 
some of the proprietary Microsoft Word 
HTML (Hypertext Markup Language) code 
that bloats the size of the file and drives 
experienced web designers to distraction. 
There is also a new option to save a Web site 
as a single-file archive.’ This wraps a site 
| (including text and images) into a single file, 
making simple Web sites created in Word 
easier to store and transport. This feature is 
; especially useful for sending a site to some- 
, one for previewing, without having to round 

_ 


■ New Collaboration Tools Empower 
Workgroups. Another focus of Microsoft's 
efforts in Office XP was to improve the 
suite's collaboration tools, simplifying the 
process of having teams of people create, 
review, and manage documents. Along with 
the ability to save and track different 
versions of a document as you work (go to 
File, and select Version), Word 2002 makes 
tracking changes among team members 
easier than ever before. You can submit a 
document for review from the File menu by 
highlighting Send To and selecting Recipient 
(For Review). This will generate an e-mail 
asking the recipient to review and return 
the document. 


The most useful collaborative tool in Word 
is the ability to track changes. Turn this 
feature on from the Tools menu or by press¬ 
ing CTRL-SHIFT-E. Once enabled, change¬ 
tracking marks any updates to the document 
so that you can see your original text, as well 
as any suggested revisions, along with who 
was doing the editing. You can then choose 
to accept or reject each change. The 
Reviewing toolbar aids you in managing 
these changes. These buttons put all your 
change-tracking options right at your finger¬ 
tips: You can view the original or final ver¬ 
sion of your document, with or without 
marked-up changes, you can turn change¬ 
tracking on or off, and accept or reject 
individual or all changes. In addition, 
Microsoft has introduced SharePoint with 
Office XP, a brand new collaboration tool 
that lets teams create and maintain hassle- 
free Web space on servers running 
SharePoint services. You can simply log in 
and save documents, create discussion 
boards for your team, and set schedules, 
announcements, and events for your team. 

■ Enhanced Layout & Formatting 
Options. Word 2002 features several format¬ 
ting enhancements. You can now select 
non-adjoining blocks of text by pressing 
CTRL while highlighting a part of the docu¬ 
ment. This makes formatting changes much 
easier to execute, while at the same time let¬ 
ting you copy text from different areas of a 
document and paste them together some¬ 
where else. Most noticeable, though, are two 


Person: Jane Smith 
Send Mail 

Schedule a Meeting 
Open Contact 


Add to Contacts 




on what type of information it thinks you've 
just entered. For example, when you enter 
Jane Smith into Word, you will see a purple 
dotted line beneath the name. If you move 
your mouse over that word, 
the Smart Tag button will 
appear, offering you a 
range of options depending 
on the type of text you've 
entered. By default, Smart 
Tags recognize names, 
dates and times, add¬ 
resses, place names, phone 
numbers, stock ticker sym- 
• bols, and recently-used 
e-mail addresses. 

Most Smart Tag options 
involve adding information 
to your contacts list or cal¬ 
endar in Microsoft Outlook, 
but several offer links to information on the 
Internet. An address Smart Tag offers you a 
link to maps and driving directions on 
Expedia.com, while a ticker symbol Smart 
Tag offers you a link to stock price and news 
information at MSN's MoneyCentral. Word 
can also incorporate third-party Smart Tags. 
You can download new items or purchase 
software that lets you create your own by 
going to the Tools menu, selecting 
AutoCorrect Options, choosing the Smart 
Tags tab, and clicking the More Smart Tags 
button. Word will connect to a Microsoft- 
sponsored site from which you can 
download custom smart tags for use with 
insurance documents, to supplement data 
reporting tools, to assist with legal or 
academic research, to look up travel info, or 
to enhance specific applications. 


up and attach all the associated pages and 
images. Keep in mind, though, that this is a 
Word-specific feature, so your file can only 
be edited in Word and viewed properly in 
Internet Explorer versions 4.0 or higher. 

Finally, the Compress 
Pictures options in the 
Tools section of the Save 
As Web Page dialog box 
also gives you a new way 
to optimize the size of 
your Web site, improving 
both download time and 
system performance. 


Remove this Smart Tag 


Smart Tag Options... 


Smart Tags recognize certain 
types of text and provide extra 
features to help you manage 


Inserting Images Into Word 2002 


W ord 2002 lets you 
easily include and 
format images in your 
document. From the Insert 
menu, choose Picture to 
select the type of image 
you wish to insert. Inserting 
and then selecting an 
image from a file will 
display the Picture toolbar, 
giving you access to a 
broad range of formatting 
options: 

• The Color icon lets you 
convert the image to 
Grayscale or Black & 


White, or create a 
Washout effect. 

> The two Contrast and 
Brightness icons are 
used to increase or 
decrease the contrast 
or brightness of 
the image. 

• The Crop tool lets you 
cut out parts of your 
image by dragging your 
mouse over the parts 
you wish to keep. 

• The Rotate button turns 
the image 90 degrees in 
the selected direction. 


1 Line attributes create 
customized borders 
around your images. 

1 Compress Pictures 
optimizes your image 
for Print or the Web. 

’ You can also set text 
wrapping, transparency, 
and other formatting 
options (such as size, fill, 
and more precise color 
and rotation options) with 
other icons. 
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Working With Task Panes 


T he new task pane puts 
format (and other) controls 
at your fingertips: 

• New Document opens an 
existing file or create a new 
one from an existing docu¬ 
ment or template. 

• Clipboard displays recent 
entries into the clipboard. 

You can insert an item into 
your documents simply by 
clicking it. 

• Search lets you find docu¬ 
ments or files. You can search 
any type of file or just Office 
documents. 

• Insert Clip Art displays Word’s 
expanded clip art gallery and 
allows you to search for, 
insert, delete, and manage 
your clip art from one location. 
What’s more, you can see 
each image in your document 
as you paste it in. 


Styles and Formatting gives 
you formatting options in a 
graphical menu. Use Select 
All to highlight all of the text 
in the document that has the 
same formatting as your 
selection. You can also cre¬ 
ate new custom styles that 
combine formatting options 
to make formatting quicker 
and easier. The list of for¬ 
mats is a little confusing and 
disorganized, but you can 
become familiar with exactly 
what each option does by 
clicking the arrow at the 
right, which lists each pre¬ 
defined style’s properties. 
Reveal Formatting will show 
you all of the formatting infor¬ 
mation for a selection of text. 
Compare To Another 
Selection lets you highlight 
another area and shows you 


the differences between the 
two. This is especially useful 
when trying to figure out 
what is going on behind the 
scenes with two pieces of 
formatted text that should 
look the same but don’t. 

Mail Merge contains a new 
wizard that will help you cre¬ 
ate different types of mail 
merges (e-mails, letters, 
envelopes, labels), pull recip¬ 
ients from an existing or cus¬ 
tom data source, click field 
names to add them to your 
document, preview the final 
product, and run the merge 
in an easy-to-use, step-by- 
step process. 

Translate is a much-heralded 
new feature that, unfortu¬ 
nately, fails to live up to its 
hype. You have options to 
type in text or pick a specific 


selection for translation or to 
translate the entire docu¬ 
ment. The translation engine 
comes standard with 
English-French and English- 
Spanish translations as well 
as links to more translation 
services via the web. 
Disappointingly, the transla¬ 
tion capabilities are very lim¬ 
ited if you want to translate 
more than a word or so at a 
time. You will most often get 
“No suggestions” when trying 
to translate even simple sen¬ 
tences. For example, the 
very basic “Hello, my name 
is Inigo Montoya” doesn’t 
return any Spanish transla¬ 
tion and “s’il vous plait” 
doesn’t translate from French 
into English at all. 


buttons that appear in the document when 
Word performs an AutoCorrect or a Paste 
operation. Similar to Smart Tags, the 
AutoCorrect and Paste Options menus 
provide you with additional options when 
Word recognizes a certain kind of activity. 

When you type in AutoCorrected text, a 
purple underline appears under the begin¬ 
ning of the word. Clicking that line shows 
the AutoCorrect Options button. This button 
lets you undo the AutoCorrect, change the 
rule that activated AutoCorrect, or manage 
your entire array of AutoCorrect, AutoText, 
and AutoFormat settings (also available from 
the Tools menu). If you've ever had Word 
mistakenly fix a spelling or capital¬ 
ization "error" or force a particular 
formatting onto some text against 
your will, you'll appreciate the 
ease with which this feature lets you 
not only fix single AutoCorrect 
errors, but actually change the 
rules themselves. 

Similarly, when you paste text or 
an object in Word (by choosing Paste 
from the Edit menu, by pressing 
CTRL-V, or by selecting Paste from 
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the right-click menu) the Paste Options but¬ 
ton appears at the bottom-right of your selec¬ 
tion. Click the button to see your options: 
You can keep the original source formatting, 
match the destination formatting, paste plain 
text only, define a new style or format for 
pasted material, or (if pasting from a differ¬ 
ent document or application) insert either 
static or linked material. A traditional Paste 
operation simply inserts text or data into a 
Word document where it is treated like any 
other part of the file. A Linked Paste writes 
into the document a link to the data's source, 
so that if the source data is updated, the 
pasted data is automatically updated, as well. 


This is especially useful if keeping your j 
documents up to date is important, but it can ] 
be dangerous, as well. If the linked data j 
cannot find the source document (perhaps a 
file has moved or been deleted) it will create ] 
errors in the host file. 

■ Microsoft’s Efforts Pay Off. As with 
any extensive software update, you'll find j 
new features and changes in Microsoft Word 
2002 every time you use it. Some of those j 
changes will strike you as helpful and per- I 
haps even essential; some you'll never even 
notice. By familiarizing yourself with these j 
major developments in Office XP's work- j 
horse application, however, you can 
begin to take immediate advantage 
of Microsoft's ongoing efforts to j 
provide greater ease-of-use, more 
powerful language and formatting 
tools, and Internet and collaboration ! 
enhancements to the word process- I 
ing masses, GD 

by Gregory Anderson 


Inch Out, copy, and paste. 
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Undo Automatic Capitalization 



Stop Auto-capitalizing First Letter of Sentences 


Stop Auto-capitaiizing After “ind." 



Control AutoCorrect Options... 

^_ 


The AutoCorrect button lets you define and manage your 
AutoCorrect settings as you work. 
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New Features 
Abound In 
Excel 2002 



Update Excels At Sharing, 
Protecting Data 


T here's plenty of hype surrounding 
Microsoft's newest version of Office. 
But the simple fact is that Excel 2002, 
one component of that suite, really is loaded 
with new features. Most of them are worth 
learning about, and some could save you 
hours of work. Taking advantage of these 
new features is easy if you remember the 
Four Ds of Excel 2002: Discover, Derive, 
Dress, and Defend. In this article, we will 
take you through the four Ds and show you 
what the ruckus is about. 

Discover Your Data: Importing Data. 

Raw data is the lifeblood of any spreadsheet 
program, and ensuring the validity and 


reliability of that data is paramount to 
procuring useful information. Luckily, Excel 
2002 has two new features that can help 
guarantee your information is accurate: 
Refreshable Web Queries and TTS (Text To 
Speech) technology. 

Refreshable Web queries aid Internet- 
based data import. Refreshable Web Queries 
let you import data from any Web page on the 
Internet into your workbook. The queries 
create references to data on a Web page and 
can retrieve that information as required. The 
update can be explicitly scheduled or 
refreshed every time the file is opened. A Web 
query is best used to gather information from 
a Web site on which data changes often, such 


as a page of stock quotes. Manually updating 
the workbook with the latest stock quotes 
Would be useless and very frustrating; by the 
time you finish updating the workbook, the 
quotes will have changed. The Refreshable 
Web Query feature lets you set the query to 
retrieve the information you want just once 
and then update the data whenever you 
need to. 

Web queries work just like a cell reference 
in Excel. For instance, if you wanted cell A3 
to equal the sum of cells A1 and A2, you 
would enter =SUM (Al, A2) into cell A3. 
Later, if you change the value of cell Al or 
A2, the SUM in A3 changes. Similarly, a 
Refreshable Web Query refers not to the 
values on-the page, but to its underlying 
structure; whenever the query is refreshed, 
Excel calls the page behind the scenes and 
searches through that page to retrieve only 
the data you need. 

Refreshable Web Queries were introduced 
in Excel 2000, but the tools used to create 
them were not as advanced as those in Excel 
2002. In order to create a Web query in 
Excel 2000, a user had to know the exact URL 
(uniform resource locator) of the page that 
contained the data, and the exact location of 
the needed data on that page. With Excel 
2002, creating Refreshable Web Queries is 
very simple. Instead of typing in the URL of 
the Web page, you can use a specialized 
browser from within Excel. This browser will 
mark all the separate sections of data on the 
page and let you the mark sections you 
would like to import. No knowledge of 
HTML is required. All you have to do is 
point and click. Voila! You've created a 
Refreshable Web Query. 

XT's electronic friends use text-to-speech 
to help out. Unfortunately, not all data can be 
so easily obtained. Even in this world of 
e-business and paperless offices, data is some¬ 
times transferred to Excel via plain old paper. 

If you find yourself having to enter data 
into a spreadsheet, you'll find that one of the 
most time-consuming tasks is checking your 
work for errors. Since each piece of data is 
essential to the validity of the entire work¬ 
book, accuracy is imperative. So, you may 
find yourself typing in 10 or 20 values, then 
looking back and forth from the screen to a 
sheet of paper, trying to make sure that all 
your decimals are in the right place, and 
all the while telling yourself there must be an 
easier way. Well, there is. 
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In Excel 2002, once you activate the text-to- 
speech feature, your computer can read back 
to you everything you type. You can opt for 
the data to be read back as you change cells 
or, after you have entered the data, you can 
select a column, row, or group of cells to be 
read. The TTS feature is ideal for reconciling 
the hard copy data with data on the screen. 
So, instead of doing it yourself, or 
getting your officemate to read from the 
screen while you check the paper copy, 
you can have Michael or Michelle (the 
names of the two default voices includ¬ 
ed in Excel 2002) "read" it to you. 

Easily import data from Access 
(and other) databases. Technically, 
this isn't a new feature at all; you've 
always been able (one way or another) 
to import database information into 
Excel. But Excel 2002 makes that import 
much simpler and adds many options 
and enhancements to the process. 

To take a simple case, let's assume 
that you've got an Access database that 
includes a number of tables populated 
with important data. Importing that 
data into Excel 2002 is easy: Go to the 
Data menu, choose Import External 
Data, and select Import Data. Excel 
displays a Browse dialog that lets you choose 
from among a variety of data sources, includ¬ 
ing Web sites, remote database connections, 
XML files, and Access databases. In this case, 
browse to a local Access database (it will have 
a .MDB extension), and select it. Once you 
make a selection, Excel will display a list of the 
tables contained in the database. Select a table 
and click OK. Excel will display a dialog box 
that asks where on the worksheet you'd like to 
place the data from the table. Select a cell (or 
choose New Worksheet) and click OK. Excel 
will place the data on the worksheet. At that 
point, you can operate on the data just as if 
you had entered it. 

With a little help from your friends, Michael 
and Michelle, or by acquiring data through an 
import or Refreshable Web Query, you can now 
be comfortable that your data is valid. Now, 
what do you do with all of this information? 

Derive Information: Use Formulas & 
Functions. Excel's real power lies in its 
ability to manipulate data. If the data is the 
lifeblood of the workbook, then the brain of 
the workbook is its functions. Without them, 
you have lots of data, but raw data doesn't 
necessarily tell you anything. Excel 2002 has 


a multitude of functions that help derive 
meaningful information from the raw data. 
Two stand out in particular: ScreenTips 
simplify the use of formulas by helping the 
user format functions, and the Watch 
Window lets you track the value of certain 
key cells, no matter which worksheet or 
workbook you are working with. 


ScreenTips help define functions for you. 

ScreenTips, which look a bit like the ToolTips 
that appear over toolbar buttons if you hover 
over them, make it easier to type in a function. 
For instance, if you enter =AVERAGE( into a 
cell, a small yellow box appears just below 
your cursor showing you how to complete the 
function. In our example, the ScreenTip reads: 
"AVERAGE(numberl, [number2],...)." Being 
able to see the syntax of the function you are 
entering makes it easy to type directly into the 
cell, rather than having to switch between the 
cell and formula bar. 

Excel's Watch Window helps track your 
data. The Watch Window tracks your data 
even when you're working on another work¬ 
sheet or workbook. Let's say Sheetl contains 
your raw data, and Sheet2 shows nicely for¬ 
matted aggregated information, based partly 
on the data in Sheetl. By setting up a watch, 
you can see what is happening to a particular 
cell at any time. If Sheet2, cell Al, makes a 
calculation based on cells B1 and B3 in 
Sheetl, you can set up a watch on Sheet2, cell 
Al. When you update the data in Sheetl, 
cell Bl, the Watch Window shows you how 
the value of Sheet2, cell Al has changed. This 
can be a real time-saver, as it keeps you from 


toggling between worksheets and workbooks 
to make sure your data is updating correctly. 

■ Dress Up Your Data With Presentation 
Skills. Now that we're sure of our data, we 
have some time to concentrate on the finer 
things in life, such as presentation. 

Use formatting tricks to liven up your 
presentation. So far, we have retrieved 
and checked our data and found some 
new ways to manipulate it. Now we 
need to make it attractive. Like it or not, 
if anything is to come of the informa¬ 
tion you have spent so long creating, it 
must be easy to read. You must spend 
time making sure your dollar amounts 
have dollar signs, your, headings are 
boldfaced, and the colors you choose 
don't clash. Excel 2002 has added three 
new features that will get your work¬ 
sheet ready for the ball in no time at all. 

Border drawing. In previous ver¬ 
sions of Excel, getting cell borders just 
right was a pain. First, you selected the 
cells to which to apply a border, and 
then went to the Format Cells dialog 
box to choose and apply a special 
border. Excel 2002 adds a new Border 
Drawing toolbar (much like you would 
use in a paint program), making this task 
easier than ever. Just click either Draw 
Borders or Draw Border Grid, choose a 
border style, and then highlight the cells to 
which you want to apply the border. Did you 
make a mistake? No problem. Just use the 
handy eraser tool and get rid of all or part of 
the border of a cell or selection. Border 
Drawing makes putting borders around cells 
so easy that even your boss could do it. 

Colored worksheet tabs. At the bottom of 
every Excel workbook are tabs indicating the 
names of the worksheets in that workbook. 
Until now, they were dull, lifeless, and the 
same monotonous gray color. And if the 
workbook contained a large number of 
worksheets, it was very difficult to distin¬ 
guish between the names of similar 
worksheets, especially if one were entitled 
"SUMMARYJUNE" and the one next to it 
were named "SUMMARY JULY." With Excel^ 
2002, worksheet tabs have been jazzed up. 
Now you can right-click the worksheet tab, 
choose Tab Color, and select one of 56 colors 
to apply to that tab. Don't fret about 
having to choosing a dark color so that the 
label shows up well; Excel 2002 automatically 
changes the text color of the worksheet title 
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to white if an increase in contrast is needed. 
For workbooks with numerous worksheets, 
tab coloring could end up being a lifesaver. 

Graphics in headers and footers. For 
anyone who has ever tried to print a spread¬ 
sheet on preprinted company letterhead, this 
feature is great. Instead of adjusting your 
margins to account for letterhead, printing a 
test, readjusting your margins, printing 
another test... on and on until the end 
of time. With Excel 2002, you can take 
any graphic you want and place it 
directly in the header or footer of the 
workbook. Do you have a special 
graphic that needs to be at the top of 
every page? No problem; you can easi¬ 
ly insert any graphic or piece of clip art 
into a custom header or footer. This is 
handy if your company requires a 
special logo at the top, or an interesting 
graphic at the bottom to gracefully transition 
from one page to another. 

With Excel 2002's new formatting features, 
your workbook can be the belle of the ball. 
With snazzy borders, bright colors, and sharp 
graphics, the information will dance right off 
the page. 

■ Defend Your Data: Excel Handles 
Sharing & Security. But while your data is 
dancing, who is watching out for it? 

Imagine that your latest workbook gave 
upper management so much great informa¬ 
tion that you were promoted; now you just 
don't have time to update this workbook any 
more. You must delegate that authority. 
However, you may be the only person who 
knows where to collect all the information 
and distill it into a usable form. Well, that's 
OK. You can empower the people around 
you and have them input their own data into 
your workbook. But wait! What if someone 
overwrites a function in a cell they weren't 
supposed to be editing, and breaks the whole 
thing? Fear not, Excel 2002 has the answer. 

Share, but carefully. In Excel 2002, users 
can share workbooks, just as they could in 
Excel 97 and 2000. The difference is that with 
Excel 2002, you can control what is shared. In 


previous versions of Excel, you could share 
(and password protect) a workbook or work¬ 
sheet, but once someone had access, they 
could do pretty much anything they wanted. 
Excel 2002 lets you grant access to specified 
rows, columns, cells, or selections of cells. If 
you like, you can share only those cells 
containing data that needs regular updating. 
And you can specify access capabilities. 
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ScreenTips make typing formulas a piece of cake, as Excel 
shows you the syntax as you go. 

Suppose the Accounting Department sets the 
prices of products, while Shipping updates 
the quantities on hand of each product. With 
Excel 2002, you can let each group edit only 
those cells that apply to them. 

Use password protection to exercise 
control. You can also password-protect any 
particular cell or cells in a workbook. You 
can specify as many different selections and 
passwords as you want. Say Accounting 
needs to change prices in cells Cl to C25. You 
can share these cells, and you can specify the 
password, "BeanCounters." Meanwhile, the 
Shipping Department needs to change the 
quantities in cells D1 to D25. When sharing 
these cells, you can specify the password, 
"Warehouse." If someone wanted to access a 
cell in the Accounting range, they would 
need to type the password "BeanCounters." 
Similarly, anyone wanting to update data in 
the Shipping cells would need to type the 
password "Warehouse." The best part is that 
you can lock every other cell in the work¬ 
book, so cells that shouldn't be updated at all 
can't be changed. Control at this level of 
granularity allows you to share your work¬ 
book without fear that someone will acciden¬ 
tally update the wrong cell or delete the 
wrong column. 



Windows security integration helps 
protect shared data. If you don't want 
to keep track of multiple passwords for mul¬ 
tiple groups of people (and why would 
you?), you can share your workbook, or parts 
of it, with specific users on your computer or 
LAN (local-area network). In our example 
above, instead of simply specifying 
separate passwords for Accounting and 
Shipping, you could instead explicitly 
share cells Cl to C25 (and only cels Cl 
to C25) with the "Accounting" group 
on your network. Perhaps you also 
decide that you don't need all of 
Shipping to be able to update your 
spreadsheet; only Judy Clancy, the 
shipping supervisor, should be able to 
update the spreadsheet. So, we share 
cells D1 to D25, and specify that only 
user "jclancy" can update those cells. 
Once "jclancy" logs onto the network (or 
onto her standalone computer), her user 
information goes with her whenever she 
requests a file. So, when "jclancy" tries to 
access cell D7, Excel will check that cell's per¬ 
missions, discover that user "jclancy" does 
indeed have permission to edit this cell, and 
the system will let her do so. If anyone except 
"jclancy" tries to edit that cell, it will display 
an error message. Protecting your workbook 
this way is handy for you, because you don't 
have to create and manage passwords, and 
it's great for the users because they only have 
to remember their Windows password. 
(NOTE: This feature takes advantage of Windows 
2000's security scheme and will not function 
under other operating systems.) 

■ Excel Offers New Functionality, 
More Accessibility. The Office party is 
just beginning. With the release of Office XP, 
Microsoft has taken a series of giant steps 
toward improving the suite. Rather than 
simply fine-tuning Excel or the suite's other 
applications, Microsoft has taken this oppor¬ 
tunity to completely refurbish the world's 
most popular productivity tools. The result? 
Excel 2002, along with the rest of the revised 
Office XP suite, brings new functionality and 
accessibility to your 
quest for better, more 
useful data. H 

by Adam Erickson 


The Watch Window lets you see what’s happening, even in other workbooks or worksheets. 
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Access 2002: 
Something For 
Everyone 

Revision Includes New Features For 
Novices & Power Users 



I n developing and updating Access, 
Microsoft is attempting to be all things to 
all people. On the one hand, it continues to 
add features and functions to make Access an 
even more flexible and powerful data store, 
capable of supporting enterprise-level data¬ 
base needs and a high level of design cus¬ 
tomization and complexity. And yet, it also 
continues to fine-tune the interface and func¬ 
tions to attract novice and small database 
users. The odd thing is that it succeeds in both 
endeavors. The enhancements in this release 
tend to be of more interest to experienced 
users, but there's something for everyone. 

* Create New Databases. Access 2002 
offers several ways to create new databases or 
to modify existing ones. With this release, 
Microsoft has attempted to take into account 
the fact that users may already have Access 
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databases in an older format, and that those 
databases may need to be upgraded. 

Working with older versions of Access. 
Compared with previous versions of the appli¬ 
cation, Access 2002 uses a more efficient file 
format that offers faster data access and 
processing for large databases. To ensure file 
compatibility and prevent conversion prob¬ 
lems, Access makes this new format optional. 
You can open older Access databases in this 
version and edit data as you normally would, 
but you'll need to convert the file to at least 
Access 2000 if you wish to make design 
changes. Access displays the format version of 
the current database in the title bar of the 
Database window. New files are saved in the 
Access 2000 file format by default, but you can 
change this default setting under Tools, 
Options, Advanced, and Default File Format. 
You can still convert the file from the Database 


Utilities on the Tools menu; in case of prob¬ 
lems during conversion, Access now creates an 
error log listing the specific problems. 

More templates and examples. You can 
download additional Access templates to cre¬ 
ate new databases. Click Templates On 
Microsoft.com in the New File task pane (click 
New from the File menu if the task pane is not 
already open). When your browser goes to the 
Microsoft Office Worldwide page, click your 
country; then, in the template directory, search 
for "database." There are many new templates 
to use, including club membership, expense 
reports, product orders, and grade sheets. 

■ New XML Functionality. Whereas HTML 
(Hypertext Markup Language) tells a browser 
how to present data on the page, XML 
(Extensible Markup Language) tells the browser 
how to define and interpret that data. This 
makes XML a good tool for making database 
records available over the Internet. In Access 
you can use tables, forms, reports, queries, and 
SQL (Structured Query Language) Server data¬ 
bases to create XML documents. Click on a table, 
report, or form from within the Database win¬ 
dow, then from the File menu, click Export, 
enter a file name, change the Save As type to 
XML Documents (*.xml), and click Export. 
Advanced options will let you save formatting 
information in a schema (a description of the 
data's structure) or an XSL (Extensible Style 
Language) file. You can also import data and 
schema from an XML document by clicking File, 
Get External Data, and Import. 

Like XML, data access pages (See "Data 
Access Pages," below.) also let users share and 
manipulate information over the Internet. But 
with XML fast becoming the de facto standard 
for presenting data on the Web, this easy 
exporting feature may become more popular. 

Design Tools. The design view for forms 
and reports is still much the same: You drag 
controls such as labels, checkboxes, and but¬ 
tons onto the design surface, and adjust the 
control's properties so that the control looks 
and behaves as you like. Microsoft has added 
more properties to controls in forms 
and reports. This helps standardize design 
methods between forms and reports and 
gives you more detailed control over the 
forms' behavior. 

Some control properties, previously 
available only in forms, have been added to 
reports. These include Modal, PopUp, 
BorderStyle, AutoResize, AutoCenter, 
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MinMaxButtons, CloseButton, and 
ControlBox. The OpenArgs property has 
been added to reports, and identifies the 
arguments used to open the report. 

New controls have been added to forms 
controls, including Movable to allow 
relocating the form window, an 
OnUndo event that occurs when¬ 
ever a user undoes all edits to a 
form, and an OnDirty event that 
occurs when the contents of a 
form change. 

Also new to the design view 
is the ability to design subforms or subre¬ 
ports in their own Design View window. 
Right-click over the subform (or subreport), 
and click Subform In New Window. 

■ PivotTable & Pivot Chart. The 

PivotTable and PivotChart capabilities familiar 
to Excel users are now also available in Access. 
With a PivotTable or PivotChart you can 
dynamically change the layout of the data in 
order to analyze it in different ways. 

Drag and drop to create PivotTables and 
PivotCharts. While viewing a table, query, or 
form, click PivotTable View or PivotChart 
View from within the View menu. Drag and 
drop fields from the Field List into the various 
areas of PivotTable or PivotChart view to 
examine their relationships to each other. For 
instance, in the Pivot table, move fields into the 
Row or Column area to display unique items 
down the rows or across columns. You can 
move fields to the Detail area, or view totals or 
details from the underlying records. Drop 
fields into the Drop Filter Fields Here area to 
further narrow data. For PivotCharts, drop 
fields into the Series or Category area to 
display unique items and in the Data area to 
summarize data. Change the type 
of chart by clicking a blank area 
of the chart, PivotChart, and 
Chart Type. 

Add, rearrange, and remove 
fields until you get a layout that 
works for you. Each time you 
change the layout, the 
PivotTable or PivotChart imme¬ 
diately recalculates. 

PivotTables and PivotCharts 
enable instant analysis: If you 
have not used these tools in 
Excel, you may need to play with 
them a little at first. But 
PivotTables and PivotCharts let 
you perform interactive analysis 



When saving Access data to 
an XML document, you can 
export data along with 
information about how the data is organized. 


on the fly, with very little designing. Access 
automatically saves your changes when you 
close the object. You can also create a freestand¬ 
ing PivotTable (or PivotChart) form by creating 
a new form and changing the default view to 
PivotTable. Finally, you can share your 
PivotTable with other users by saving it as a 
data access page. 

■ Data Access Pages. Data access pages 
provide a method for users to use DHTML 
(Dynamic HTML) to view and modify current 
Access data via a Web browser and the Office 
Web Components included with Microsoft. 
Office. Access 2002 has added a lot more func¬ 
tionality for designing and managing data 
access pages in this fashion. 

Additions and enhancements to Access' data 
access page functionality include the ability to 
better handle hyperlinks and extended proper¬ 
ties for SQL Server, more precise selection and 
sizing of controls on the page, and improved 
functions such as Data Outline and AutoSum. 
Several new design controls that were previous¬ 



You can now design subforms or subreports in their 
window from the main form. Right-click over the subfoim (or subreport) 
and click Subform in New Window. 


ly only available on forms and reports have 
been added to pages, including AfterDelete, 
Afterinsert, AfterUpdate, BeforeDelete, 
Beforeinsert, BeforeUpdate, Dirty, Focus, 
RecordExit, and Undo. In conjunction with 
the new XML support, you can bind data 
access pages to XML files as the data 
source. 

If you have an existing form or report 
design that you like, you can now use it as 
a template for your page. Just select the 
object and click File, Save As, and Data 
Access Page. 

Many of these enhancements smooth out 
the design process of data access pages, 
making it a little closer to that of forms and 
reports. Those familiar with Access database 
design will welcome the added consistency. 

■ More SQL Server Support. If you use (or 

are considering using) Access as the front-end 
to a SQL Server database, you have Microsoft's 
attention. It has included a slew of enhance¬ 
ments that give users more flexibility and 
control over handling data between Access 
and SQL. 

Access data and SQL data are now more 
integrated. With the new SQL Server 2000 
being offered. Access includes a new SQL 
Server 2000 Desktop Engine (if you opted to 
install it during the Office setup) in order to 
maintain seamless integration of data. 

Access provides more support for extended 
SQL database properties, which makes it easier 
to migrate your Access database to a SQL pro¬ 
ject. You can now use extended properties to 
implement lookup relationships, validation 
rules (or constraints), text formatting, and sub¬ 
datasheets. Several properties have been added 
to forms to control how and when batches of 
records get processed. Additionally, 
you can now use extended properties 
in data access pages for controlling 
printing properties and managing 
database compaction and repair. New 
data features include the ability to 
export and import data between XML 
documents and the SQL database. A 
new Linked Table Wizard helps link 
project tables to a SQL Server database. 

Connect with SQL Server from 
within Access. Users now have even 
more options for working with SQL 
Server from within Access. You can 
update data access pages offline, 
synchronize changed pages later, 
change the logon password from 
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By dragging fields from the Field List to different areas on the PivotTable, 
the user can quickly analyze her investments subtotaled by type of stock and 
the action that will be taken. 


Access, and copy SQL Server 
databases between different 
servers. And you can now ere- 1 
ate SQL Server stored proce¬ 
dures (a collection of SQL state¬ 
ments) without having to learn 
Transact SQL. Access also has 
improved the repair process for 
fixing broken references (paths 
to object libraries and other 
files), and provided better 
search capabilities and more 
intuitive error messages for 
when the reference cannot be 
fixed. 

- General Operation. Access 
2002 and all Office XP applications have incor¬ 
porated quite a few changes to the interface and 
general operation. Some changes, like the task 
pane, are more obvious than others. In general, 
Access operates the same way it has, but some 
of the new features and modifications may take 
a little getting used to. (For a more comprehen¬ 
sive list of Office XP's cross-suite functionality, 
see "A Bonanza Of Cross-Suite Features," Pg. 25 
in this issue.) 


Compact & Repair 
Your Database 

A s you delete records and objects, an 
Access database becomes more and 
more fragmented. Over time, the frag¬ 
mented file performs more slowly and is 
more susceptible to corruption. 
Compacting the database removes the 
blanks spaces and rearranges data more 
efficiently. When Access detects a dam¬ 
aged file upon opening, the application 
gives you the option to repair the file. 

The newest version of Access improves 
the compact and repair functionality so files 
with broken forms and reports are more 
often recovered. However, if a database or 
project file behaves unpredictably and 
Access has not attempted repairs, you can 
compact and repair it yourself. On the Tools 
menu, point to Database Utilities, and click 
Compact and Repair Database. 

Note that simply compacting a data¬ 
base created in a previous version of 
Access will not convert it to Access 2002 
format. Compact or repair the older data¬ 
base first, then convert it. Q'AAv 


Task Pane and Ask a Question box added. 

One of the most noticeable new features is the 
task pane along the right side of Access. From 
here, you can search for files or view items in the 
Clipboard (a storage area for cut or copied 
items). It's also important to realize that the task 
pane is the only place from which you can start 
new databases or projects. When you need assis¬ 
tance using Access (and at some point, you will), 
you can access the help files quickly from the 
Ask a Question box at the end of the menu bar. 

Speech recognition. The new Speech fea¬ 
tures offered in all Office XP applications is 
understandably somewhat limited in Access. 
Users can use voice commands to dictate text 
and navigate menus; however, speech com¬ 
mands are not available in Design View of 
tables and queries. To use the Speech feature, 
click Speech from the Tools menu. Click Voice 
Command on the Language toolbar to use the 
menus or toolbars, or Dictate to enter data. 

■ Access Now Offers New Language 
Capabilities, Enhanced Spell-Checker. A 

number of the features described above apply 
to all components of the Office XP suite. But 
Access also includes features that are either 
limited to this application, or that were avail¬ 
able in other elements of the suite and which 
are now available within Access. 

Multiple Undo and Redo. You now have 
the ability to undo and redo multiple actions in 
the Design view of any database objects and in 
project views, stored procedures, and func¬ 
tions. The Undo feature will let you backtrack 
as many as 20 steps, making it easy to revert to 
previous (but unsaved) versions. 

Enhanced spell checker. The new Spelling 
tab in the Options dialog box (Tools menu) now 
lets you set the dictionary language options and 


create custom dictionary 
names. This is especially use¬ 
ful when designing, building, 
or populating a database that 
may include scientific or 
specialized terms, or other 
obscure expressions. 

Language. Access now 
does a better job of displaying 
multilingual text in tables, 
forms, and reports. By using 
Unicode, a character encoding 
standard. Access can easily 
use almost any language with 
just one character set and 
without installing extra soft¬ 
ware. Unicode lets Access 
properly sort Semitic (right-to-left) languages, 
and can handle Hebrew and Arabic characters. 
Access has also added support to output Access 
objects to RTF, HTML, Text, and Excel file 
formats; this means that you should have no 
problem exporting multilingual data to reports 
in Word and Excel. An International tab in the 
Options dialog box of the Tools, menu contains 
items related to complex script languages, 
including the option to switch reading direction. 
If you use an IME (Input Method Editor) to con¬ 
vert your keystrokes into Asian characters, you 
can change IME properties (including IMEMode 
and IMEHold) on controls in tables and forms to 
allow users to customize their input experience. 

Accessibility improvements. In order to 
enhance accessibility for users who might have 
trouble manipulating a mouse, more tasks can 
now be performed using keystrokes. For exam¬ 
ple, when working in the form or report 
design view, press F8 to display the field list, 
press ENTER after selecting a field to add the 
field, and press CTRL-TAB to move the focus 
from the form or report section to a subsection. 
For the visually impaired, users can now also 
zoom to 500% and 1000% in Print Preview. 

A Access Now Talks To The Rest Of The 
World. The changes made in Access 2002 may 
not make as big a difference to casual users as 
they will to business users and developers. 
Upgrading to XP is particularly important if you 
work with SQL Server, or if you want to use 
XML to put data on the Web. For any user, the 
numerous improvements do provide more 
depth, and they let users fine-tune their data¬ 
base applications and exchange data with more 
of the world outside of Access. @ 

by Tracey Dishman Patterson 
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A Closer Look 


PowerPoint 
Powers Up 

New Release Offers Innovative, 



Powerful Features 


S ince its introduction nearly a decade ago, 
Microsoft PowerPoint has become the 
default business presentation software 
for users around the world. From its very basic 
Windows 3.1 origins, PowerPoint has developed 
into a powerful and efficient tool for profession¬ 
als, while remaining fun and easy-to-leam for 
personal and home use. PowerPoint 2002 carries 
on this legacy with several key developments. 
Whether you are a presentation pro or merely a 
PowerPoint apprentice, you'll appreciate the 
additional presentation effects, improved collab¬ 
oration tools, expanded image management 
tools, and enhanced Web features that 
PowerPoint 2002 delivers. ‘ 

■ Task Panes. One immediately noticeable 
new feature in all of the Office XP applications 
is the introduction of task panes. These look 
like the Search and History Explorer Bars in 


Internet Explorer, but add much more func¬ 
tionality. PowerPoint 2002 contains 10 task 
panes that assist you in a variety of ways. You 
can manage your presentations with the New 
Presentation and Search Panes, more easily 
format slides with the Clipboard, Clip Art, 
Layout, and Design Panes, and more efficient¬ 
ly create visual effects with the Animation and 
Transition Panes. 

® Slide Creation. Several new and improved 
features make the preparation of slides and the 
management of presentations much easier. It is 
now possible to create multiple master slides 
from which to select slide designs. This gives 
users more options for slides in different 
sections of a presentation, or for slides that serve 
different purposes, while helping to ensure 
consistency and avoiding the need to manually 
re-create slides over and over again. 


While PowerPoint's AutoCorrect functions 
are not as sophisticated as those of Word or 
Outlook, the system will still correct you when 
you misspell a common word or forget basic 
capitalization or punctuation rules. When you 
are AutoCorrected, a purple underline will 
appear under the beginning of the word. 
Clicking that line displays the AutoCorrect 
options button. This button gives you options 
to undo the AutoCorrect, change the rule that 
activated AutoCorrect, or manage your 
AutoCorrect options (you can also access these 
from the Tools menu). The AutoFit and 
Automatic Layout buttons perform similar 
functions when you insert text or objects that 
cause PowerPoint to resize text boxes or 
rearrange slide layouts. You can choose to have 
PowerPoint either alter the slide to fit your 
additions or alter your additions to fit the slide. 

■ Collaboration & Web Integration. 

PowerPoint's biggest contribution to Web 
integration is the ability to save a presentation 
as a Web archive file. This will package your 
presentation and all its images into a single file 
with an .MHT or .MHTML extension. You can 
open these files with any Internet Explorer 4.0 
or higher browser, making them easy to trans¬ 
port and view on nearly any machine. In 
addition, more of the sounds and animations 
in PowerPoint are retained in HTML format 
than ever before. 

Microsoft has also continued to develop 
PowerPoint's collaboration and Internet 
features. Under the File menu, you can now 
choose Send To Mail Recipient For Review. 
When your file is returned with the reviewer's 
comments and changes, you can compare the 
two files and merge them by selecting the 
Compare And Merge Presentation option from 
the Tools menu. The Reviewing Toolbar pre¬ 
sents your collaboration options: View Marked- 
Up Suggestions (a small revision button will 
appear on the slide where it was edited). Filter 
By Reviewer, Apply (or Unapply) Changes, and 
Show Or Hide The Revisions Task Pane. 

■ Presentation Effects. When you begin to 
work with slides in PowerPoint 2002, you will 
quickly discover a number of enhancements to 
standard presentation effects, as well as the 
introduction of several new features. Most 
noticeable are several new animation effects. 
You can now distinguish between entry effects 
and exit effects, which commence when an 
object appears or is removed. PowerPoint also 
includes no less than 35 new effects organized 
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Task Panes Provide Convenient Command Center 


A ll members of the Office 
XP suite use a move- 
able task pane as a “com¬ 
mand center.” In PowerPoint 
2002, choose from among 
the following: 

• New Presentation lets 
you open an existing file, 
start a blank presentation, 
or create a new presenta¬ 
tion from a template or 
wizard. 

• Clipboard displays the 
24 items most recently 
copied to the Clipboard. 
You can paste them into 
your presentation with a 
single click. 

• Search lets you find 
Office files or folders on 
your computer or in speci¬ 
fied locations. 

• Insert Clip Art gives you 
access to Office’s 
expanded Clip Art collec¬ 
tion and lets you search 


for clip art, photos, 
movies, or sounds to plug 
in to your presentation. 
Slide Layout displays the 
standard text and content 
layouts that you can apply 
to each slide. 

Slide Design—Design 
Templates contains your 
Slide Masters as well as 
PowerPoint's 25 default 
templates that define 
background and button 
styles. You can apply 
each one to all slides or 
just to selected slides. 
Slide Design—Color 
Schemes is similar to 
Design Templates. You 
can view and apply each 
of PowerPoint’s prede¬ 
fined color schemes. 

Slide Design—Animation 
Schemes previews and 
employs PowerPoint’s new 
collection of standardized 


animation sequences 
across your presentation. 

• Custom Animation lets you 
add and preview your ani¬ 
mations on the real, full- 
sized slide. It also gives 
you a new timeline view of 
animations on each side, 
so that you can more easi¬ 
ly see the order and over¬ 
lap of multiple effects. 

• Slide Transition also 
gives you the ability to 
preview your effects as 
you create them, letting 
you choose, edit, and 
apply transitions to select¬ 
ed slides or to all slides. 

• Revisions collects all 
changes made to your 
presentation by reviewers 
and lets you see a gallery 
or list view of the changes 
suggested for each slide, 
and then apply or unapply 
their changes. 


into categories: Basic, Subtle, Moderate, or 
Exciting. Many of the new effects may not be 
appropriate to your purposes or even aestheti¬ 
cally appealing to you, but more options mean 
more ways to tailor a presentation to your 
audience. Another significant new feature is 
the introduction of motion paths for anima¬ 
tions. Motion paths move objects around on 
your slide as they animate. You can pick a pre¬ 
defined path or draw your own on the slide. 


This is a very handy tool that essentially lets 
you create your own custom animations and 
script the interactions of your objects to a 
greater degree. 

Animation schemes are also new to 
PowerPoint 2002. These are preset animation 
templates than you can apply to individual 
slides or to an entire presentation. This makes 
it easier to ensure that your animations are 
consistent throughout your presentation and 


lets you make large-scale adjustments much 
more quickly and easily. 


■ Image Tools. Microsoft has also added 
some powerful image tools to PowerPoint. 
Charts are now much easier to edit, and new 
conceptual diagrams (including organization 
charts, as well as pyramid, cyclical, and radial 
models) are included. Drawing elements and 
diagrams can also now be saved as pictures, 
letting you easily convert complicated charts 
and text boxes into simple and portable image 
files. PowerPoint, along with several other 
Office XP applications, now gives you the 
opportunity to optimize images for their target 
environment; you can define whether you 
intend an image to be displayed in print or on 
a computer screen, and PowerPoint will set its 
resolution and colors accordingly. This works 
to significantly reduce file size, especially on 
large presentations. 


■ Something For Everyone. If you are 

already an experienced PowerPoint user, you 
will probably find that the new developments in 
the 2002 version will help you create, manage, 
and deliver presentations more easily and with 
improved functionality. If you are new to 
PowerPoint, many of the changes here will help 
you to learn the software more quickly and will 
highlight some of the program's best features, 
including features that might have been hidden 
from you otherwise. Either way, there is some¬ 
thing here for almost everyone, from corporate 
executives making the fundraising rounds, to 
proud new parents 
creating slideshows for 
a family reunion. Us] 


by Gregory Anderson 





Using Animation Schemes 


A nimation Schemes are a 
brand new way to employ 
pre-defined and coordinated ani¬ 
mations to individual slides or to 
an entire presentation. Organized 
into categories of Subtle, 
Moderate, and Exciting, each 
Animation Scheme treats header 
and sub-level text in a certain 
way without affecting custom ani¬ 
mations or animation of objects 


(such as pictures or diagrams) on 
your slides. Using Animation 
Schemes is very simple: Select a 
slide, view your Animation 
Schemes task pane (select Task 
Pane from the View menu and 
choose Slide Design—Animation 
Schemes from the task pane list), 
and preview each scheme until 
you find the one you want to use. 
You can then click buttons to 


Animation schemes let you apply 
predefined animation sequences to 
slides in your presentation. 


apply the 

scheme - 

to the Master (affecting all current 
and future slides) or to all current 
slides. You can preview your 
entire slide show or play each 
side individually to see how a 
scheme works with any custom 
animations you’ve created. 

Animation schemes are a 
great way to ensure that your 


presentation maintains a consis¬ 
tent look and feel. When it comes 
to PowerPoint animation, less is 
often more. Schemes help you 
keep your animations under 
control while still letting you 
spice up your slides with 
attention-grabbing and 
customizable effects. □ : 


j 
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MS Outlook 
Grows Up 

New Version Sports Slick Interface, 
Security Features 



T o many computer users, Outlook has 
always been the ugly duckling of 
Microsoft's suite of Office products. As 
the incumbent PIM (personal information 
| manager) for many corporate desktop comput- 
I ers, it has always seemed to be one step behind 
I its sleeker (but less powerful) sibling, Outlook 
Express. But with the latest release of Outlook, 
Microsoft has added some chrome, beefed up 
the security, and made Outlook 2002 the focal 
point of Office. 

[ I Taking The Heat On Security. Microsoft 
has faced heavy criticism in the past over how 
its products approach security, mostly due to 
the company's willingness' to leave security in 
the hands of its users. In the past, default 
settings in both Outlook and Outlook Express 
' allowed the easy spread of e-mail-borne 
viruses, and the two applications contributed 
, to what became an epidemic. 


Changing direction. With amazing 
adroitness, Microsoft has turned this strategy 
on its head with its handling of attachments. 
Gone are the days when a friend could send 
you an executable attachment that could 
be run from within Outlook. The default set¬ 
ting in Outlook 2002 doesn't even let you save 
it to a folder. If the attachment has one of the 
many extensions proscribed by MS, it blocks 
you from even seeing the attachment. This set¬ 
ting is also hard-coded and altering it requires 
modifying your Registry. Your only recourse 
is to have the sender compress it with a utility 
like WinZip or to rename it with a differ¬ 
ent extension. 

Reaping the benefits. Though this may 
seem an inconvenience to many users, the 
effect upon computer viruses should be 
dramatic. Unless new vulnerabilities surface in 
Outlook, the chaotic spread of e-mail viruses 
might die out, or at least slow to a more 


manageable pace. Microsoft has also changed 
the security model of Outlook, so that viruses 
shouldn't be able to use your address book to 
spread. Regardless of your security zone 
setting, Outlook will not let ActiveX controls 
or scripts in HTML format e-mails run. Only 
time will tell whether these changes will stand 
up to the legion of virus writers. 

Outlook 2002 Mail Improvements. Not 

content with merely beefing up Outlook's 
security provisions, Microsoft has also 
improved the application's handling of 
Web-based e-mail and has integrated both 
Microsoft Messenger and Microsoft Word into 
the product. 

Whither Hotmail? Another vast 
improvement in Outlook is its handling of 
Web mail systems and of HTML in general. 
Outlook can now access Hotmail, and display 
its Web page as a pane in Outlook. You 
can drag e-mails from the Web page to your 
main Outlook inbox as if it were a regular 
e-mail account. 

Another browser? Not quite, though 
you may be using Internet Explorer less 
and Outlook more frequently. Previous > 
versions of Outlook were able to function 
as a browser, letting you remain in 
the Outlook application. However, the imple¬ 
mentation was clunky and navigating 
between a Web page and a folder in Outlook 
was unintuitive. With the simple addition of 
Back and Forward buttons, Outlook has 
made the Internet revolve around it, instead 
of the opposite. This Web-related theme 
is expressed throughout most of its 
new features. 

Word's larger role. While IE has beep 
thoroughly integrated into Outlook, Word's 
role has also expanded as the default editor 
for e-mail. This lets you use Outlook and still 
take advantage of all the features that Word 
brings to the table. As an added benefit, 
when using Word to create HTML-formatted 
e-mail, Outlook is smart enough to strip off 
the unnecessary tags that Word inserts into 
the document. The disadvantage, of course, is 
Word's size. For much e-mail, waiting for 
Word to load takes longer than just compos¬ 
ing a plain text message. Many users prefer 
plain text, and the bloat incurred with Word 
may not be justified. Luckily, this is a default 
setting that the user can change. To do so, go 
to Tools, Options, select the Mail Format tab, 
and uncheck the Use Microsoft Word To Edit 
E-Mail Messages box. 
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Talk, talk, talk. Not to be outdone by IE, 
Microsoft Messenger has also muscled its way 
into Outlook. Installed as a component of 
Outlook 2002, Messenger is seamlessly inte¬ 
grated into your Contacts. When you select a 
contact in Outlook, Messenger checks to see if 
the person is online, and offers to set up a chat 
for you. Microsoft has realized that e-mail 
usage is changing as people begin to expect 
near-immediate response based upon their 
previous usage of instant messaging clients 
like AOL Instant Messenger and ICQ. 
Messenger fits in perfectly with this strategy 
and integrates with your list of contacts in a 
useful fashion. 

■ Other Changes. Outlook is growing up. 
With this release, Microsoft makes a tacit 
admission that its interface was beginning 
to look dated, and the company addresses 
that issue in an admirable fashion. More 
importantly, it may be that Microsoft is grow¬ 
ing up: Outlook XP includes provisions for 
communicating with a number of other (read: 
non-Microsoft) e-mail systems and servers. 

A new look for the new century. 
Microsoft wasn't content just to tinker 
under the hood of Outlook; they also 
changed the look of its interface to reflect the 
change in style influenced by the Internet. 
Button and icon rollovers are semi-transparent, 
and seem sleeker. Fortunately, this theme is 
consistent across the entire Office product line, 
so once immersed in it, the user will catch on 
to any quirks they might encounter. Fashions 
will always change, and Outlook 2002 will 
undoubtedly look dated in a short time, but 
until then, many users will appreciate the 
cleaner look. 

An account for every occasion. Until 
now, Outlook was aimed at offices and users 
who were tied to either Microsoft Mail or MS 
Exchange. While Microsoft would undoubted¬ 
ly like to be the center of the e-mail universe, it 
has nonetheless made large strides in accom¬ 
modating other e-mail systems and directory 
servers. Outlook now has a sleeker account 
creation utility that takes advantage of the 
merging of the two previous types of Outlook 
installations. Gone are the confusing Corporate 
Workgroup and Internet E-mail Only configu¬ 
rations, replaced by a single installation that 
can handle Exchange, POP (point of presence), 
IMAP (Internet Messaging Access Protocol), 
HTTP, and several proprietary mail servers. 
This simplifies work for company help desks 
and eliminates confusion for consumers. An 


additional feature offered during account 
creation is a Test Settings button that attempts 
to connect to your e-mail server based on the 
settings for the account you just created. This 
lets you catch typographical mistakes 
and other errors that can be difficult to pin¬ 
point later. 

What was that address? Outlook has 
addressed the overload of contact information 
facing today's users by adding an auto- 
complete function to e-mail addresses. If you 
have previously sent e-mail to someone, 
Outlook will remember. When the first few 
letters of the name are typed into the To field, 
it will either complete it or, if there are multi¬ 
ple matches, display a drop-down list. Users of 
Outlook Express will recognize this feature as 
an example of Microsoft leveraging the 
accomplishments of Outlook Express. Another 
emigre feature from Outlook Express is the 
ability to use hyperlinks in the subject line of 
an e-mail message. 

I thought you said Wednesday. Outlook 
was meant to function as a groupware and 
productivity-enhancing tool. Nowhere is this 
more evident in its Calendar feature set. While 
the changes in Outlook 2002 are subtle, they 
further cement its place as one of the premier 
components for effective collaboration in the 
office. A simple yet valuable addition is the 
ability to propose a new time for an appoint¬ 
ment. While users were previously limited to 
accepting or declining a meeting time, they 
now can now eliminate redundant steps and 
coordinate their schedules more effectively. 
Additionally, Outlook now offers the ability to 
color-coordinate your meetings either in an ad 
hoc fashion, or with templates that are easy to 
create. The ability to mark meetings with a 
color code makes the Calendar more intuitive. 

Offered in conjunction with Calendaring is 
a service that Microsoft offers for Office 2002 
called the Internet Free/Busy Service. This 
lets Outlook users with Internet access pub¬ 
lish an accounting of their free time to others 
on the Web, thereby allowing groups that 
don't utilize an Exchange e-mail system to 
more effectively coordinate meetings. While 
this won't be practical for those who use 
Outlook for personal use, it may prove 
valuable for the small office. 

You Win Some, You Lose Some. While 
Microsoft has made both dramatic and subtle 
changes to Outlook, there are some features 
that are still missing, and some that have been 
removed. Foremost on many users' wish lists 


is a solid newsgroup reader. While the I 
amount of traffic on newsgroups has not had j 
the explosive growth of e-mail, there is still a i 
great deal of information available there. As 
this feature is already implemented in Outlook 
Express, it's disappointing that it wasn't added 
to Outlook. 

As might be expected with a program with 
so much functionality, Outlook can tax your I 
computer's resources. We ran our evaluation 
on Windows 98 with 96MB of RAM and expe¬ 
rienced some performance issues. These may 
have been unique to our system, but be sure j 
that your computer exceeds the minimum 
recommendations for the Office suite. 

■ Even A Battleship Can Change Its 
Direction. Eventually. It's not often that a j 
company of Microsoft's size acknowledges ] 
and corrects mistakes. Indeed, Microsoft has ! 
often been criticized for its slow response to j 
security issues. In light of this reputation, the J 
turnaround in security that Microsoft has | 
achieved with Outlook 2002 is highly com¬ 
mendable. Outlook offers a bevy of features i 
destined to make it the benchmark for e-mail 
clients, while providing the security for which j 
users have been clamoring. GD 

by Chris Jackson 


An Outlook 2002 Recap 

The Good: 

Microsoft has made security the corner¬ 
stone of Outlook 2002. Although security 
holes may be discovered in the future, the 
bold moves made to address the spread 
of e-mail viruses are to be commended. 

The Bad: 

Outlook is still trying to be all things to 
all people. The cost to the user is higher 
system requirements for effective use. 
However, in these days of cheap hard¬ 
ware, does it really matter? 

The Ugly: 

Not a thing. Microsoft has polished and 
waxed the appearance of Outlook to a 
sparkling luster. Gone is the stodgy theme 
Outlook users had accepted. In its place is 
a sleek, modern interface. 
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Frontpage Offers 

Creative 

Handholding 


New Features Bolster Ease Of Use, 
( Add Live Content Publication 



F rontPage got easier to use in Version 
2002, with Microsoft adding long- 
awaited interface and menu enhance¬ 
ments. The nitty-gritty of Web construction is 
carried on behind the scenes (looking at the 
code can still make you dizzy). However, the 
trade-off is the increased ability to treat the 
open page as an artist's canvas. At the same 
time, users no longer have to have their hand 
held at every tag. 

The changes range from the glitzy (photo 
gallery, automatic live content) to the simple 
and functional (page tabs for moving 
between multiple open files, single-page 


publishing), and from design aids (enhanced 
drawing tools, inline frames) to teamwork 
builders (browser-based editing and docu¬ 
ment libraries). 

■ Use Server Extensions To Add 
Functionality. FrontPage uses Web 
server add-ons, its "extensions," for such 
tasks as form-handling and hit counters. 
Most of FrontPage's Web design features 
do not require the extensions. The user 
can design a page on the Desktop and use 
the software's FTP (File Transfer 
Protocol) interface to upload files. To use 


the extensions, an HTTP (Hypertext 
Transfer Protocol) upload is required. A 
few of the new features require that the 
latest edition of FrontPage's extensions be 
installed on your Web server. We'll make 
special note of these instances. 

■ Instant Content. The Photo Gallery is a 
quick and simple way to display thumbnail 
pictures on a page, arranged in one of four lay¬ 
outs. When the page is published, the thumb¬ 
nail is linked to the full image displayed on a 
separate page. Alternately, photos in the col¬ 
lection can be shown in a slide show. The 
Photo Gallery editor lets users select files from 
their hard drive or directly from a scanner and 
lets them size, crop, and rotate the pictures. 

New Web components include MSNBC 
headlines and localized weather forecasts, and 
MSN Web searches and stock quotes. Like the 
Photo Gallery, these services don't require the 
FrontPage extensions. Instead, they utilize 
links to scripts on the content-providers' sites. 
With a subscription to Microsoft bCentral 
Commerce Manager, you can use FrontPage to 
catalog items for sale and publish your inven¬ 
tory as a commerce-ready online store. Want 
to show customers where you're located? Use 
the Expedia component to place a colorful map 
of any location on your Web page. 

For those who do use FrontPage 2002 Server 
Extensions, there are a bevy of "top 10 lists" 
you can publish based on information culled 
from your Web server's usage analysis reports. 
Show the 10 most-visited pages on your site, 
the top 10 referring domains, the top ten refer¬ 
ring URLs (Uniform Resource Locators), the 
top 10 search strings used to find your site, the 
10 most frequent visitors to your site, the 10 
most popular operating systems used to view 
your site, and the 10 most popular browsers 
used to view your site. 

With the 2002 extensions, you can also 
create dynamic online surveys that graphically 
display collective results to visitors. 

■ Simplifying Web Work. Web designers 
can now choose to upload individual files 
selected in the folder view. The publishing 
interface itself has seen a facelift: You can now 
view a list of files on the remote server and 
choose which to replace and which to protect. 

Creating an attractive table has never been 
easifer, thanks to FrontPage's new AutoFormat 
tool. Just as with Word and Excel table 
creation tools, FrontPage lets you select from a 
number of formatting options, controlling at 
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once the table's borders, shading, font, color, 
and text fitting, and applying special formatting 
to individual rows and columns. 

Setting table borders is also a snap; just click 
the Borders And Shading button on the Format 
toolbar and choose the format you want. 
Another tables feature lets you select a column 
or row and copy contents from one cell either 
down the column or across the row. 

Office XP programs sport a new clipboard 
that can retain up to 24 different documents 
from just about any text or word processing 
program. It's now easier to copy data from 
another Office program and paste it into a Web 
page while preserving its formatting. 

You can get rid of the underline in hyper¬ 
links the same way you get rid of them in any 
word processing program. After creating a 
hyperlink, the Underline button in the format¬ 
ting tool bar is highlighted. Click on the button 
and the hyperlink disappears. And speaking of 
hyperlinks, the Insert Hyperlink box now 
boasts the gamut of possible targets, including 
the current folder, a new document, book¬ 
marks, recent files, and browsed pages. And, 
as with most text insertions in FrontPage, the 
system now offers to create special inline styles 
for your HTML (Hypertext Markup Language) 
tags. 

Form buttons don't need to be lackluster 
anymore; FrontPage lets you place text directly 
on the buttons, adjusting text, color (though 
don't expect it to show in Netscape), font, and 
size, as well as tab order. You can even add 
images to the button. 

Permitting users to upload files to your site 
previously took a solid knowledge of 
advanced HTML and JavaScript. FrontPage 


2002 now provides an 
additional drop-in form 
element that does just 
that, though you will 
need the latest server 
extensions. 

The task pane, a fea¬ 
ture of all of the Office 
XP programs, keeps an 
updated list of recent 
actions, recently-accessed 
files, and options, so you 
don't find yourself con¬ 
stantly hunting through 
the menu for often-used 
actions or commands. 

Under the category of 
"What took you so 
long?" comes the new 
tab navigation that lets you switch between 
open pages, a Save All Pages menu option, 
and a Publish Log option. 

■ Gathering Input. With the latest 
FrontPage you can choose to enter your text 
through dictation or handwriting. And you 
can also dictate commands to FrontPage. An 
admirable step toward making Internet 
publishing accessible to those with disabilities, 
the speech recognition feature is available in 
Chinese and Japanese, as well as English. A 
speech-training wizard prepares the computer 
to recognize the designer's voice; special train¬ 
ing can be applied to specific words. 

After a brief training session, the dictation 
and voice command functions were ready to go. 
It's easy to see how someone could create an 
entire Web site using only voice dictation and 


commands. Dictating at 
any great speed (or see¬ 
ing the text appear 
. on-screen in real-time) 
requires a very fast sys¬ 
tem, x but the results 
were remarkably accu¬ 
rate, and the voice 
commands were intu¬ 
itive: Just read the top 
menu items, the names 
the drop-down 
menus, the options in 
pop-up and dialog 
boxes. To deselect an 
option, repeat the item 
name and the check 
mark disappears. 
Handwriting recogni¬ 
tion in FrontPage is also accurate, though one 
wonders at its usefulness. It's best to use a tablet 
input device, but you can also use your mouse. 
When entering handwriting mode, the cursor 
changes to a pen. Even when using this 
awkward approach, the results were accurate. 
You can enter text in the Writing Pad (a sepa¬ 
rate input window) or directly on the page. You 
can also use on-screen representations of 
standard and symbol keyboards, similar to 
those used in Palm OS devices. 

■ Geared For The Right-Brained. 

FrontPage's new drawing tools will convince 
you that you're working in a graphics 
program, not a Web tool. AutoShapes, already 
included in past Word and PowerPoint 
versions, crosses over to the Internet; it lets 
you choose from a variety of line types, basic 
shapes, block arrows, flow chart symbols, stars 
and banners, and callouts. Lines and arrows 
are easy to draw, as are boxes and circles. 

Once you have your lines and shapes on the 
page, you can manipulate them with move- 
able pallets of tools that let you add 3-D 
effects, assign 3-D colors, and position the 
light implied in the 3-D effect. You can also 
color, rotate, move, and size the objects, and 
assign a surface texture (wire frame, matte, 
plastic, or metal). 

You can move the objects with your mouse, 
keyboard arrows, or by using what Microsoft 
calls "nudge buttons." Another way to position 
artwork is to place it all within the new Drawing 
Canvas. Choose Insert, Picture, and New 
Drawing from the menu; a resizable box appears 
in the work area. All objects placed within the 
canvas can be moyed and resized together. You 


Create A 
Hover Button 

I t’s easy to get an effec¬ 
tive (though standard¬ 
looking) “mouseover” effect 
using FrontPage’s Hover 
Button tool. Click the Insert 
menu and then Web 
Component. (Or click the 
Web Component icon in 
the toolbar.) Choose the 
Dynamic Effects option on 
the left, and Hover Button 
on the right. 


In the tool’s editing win¬ 
dow, type your text, choosing 
any font, font style, or color 
you want for the button. 

Keep in mind the text must 
stand out against the color 
you’ll choose for the button; 
the default text color is white, 
while the default button color 
is blue. 

You can choose from 
seven effects: glow, color 
average, color fill, reverse 
glow, light glow, bevel out, 
and bevel in. Select an effect 
color, and a width and height 


for your button. (Note that 
the button doesn’t enlarge to 
fit the text.) Click Preview to 
see it in action. 

You can add sound 
effects to your button by 
going to the Custom box 
and choosing On Click and 
On Hover sound clips. If you 
want to dress up your button 
so it doesn’t look like every 
other FrontPage mouseover 
button, use the Custom win¬ 
dow to select alternate 
images for the initial view 
and the hover view. 0|^f 



and FrontPage’s handwriting recognition 
feature understands it. The program 
supports writing with a tablet and pen on 
the page or in its Writing Pad input box. 
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can set background colors 
and fill effects for the 
( Drawing Canvas, and set 
options for flowing text 
around it. 

> Along with the text box, 

Insert Clip Art, and Insert 
Picture From File options 
recognizable from earlier 
versions of FrontPage, the 
new release also offers 
WordArt, a feature already 
familiar in other Office 
products. WordArt lets 
you insert jazzy text in a 
variety of shapes and 
shadow sets. 

All of this is cross¬ 
browser compatible. FrontPage does it using 
intricate DHTML (Dynamic HTML). The effect 
on a Web page's source code illustrates what 
HTML purists decry as spaghetti code: dense, 
interwoven blocks of HTML that defy any 
attempt to alter it in source view. FrontPage is 
not a programmer's tool, by any means; the 
graphics it places easily on the page can only 
be changed using the same tools that created 
them. 

The opposite of spaghetti code, it could be 
argued, is strictly formatted XML (Extensible 
Markup Language). FrontPage 2002 provides a 
way to format text in the HTML source view 
that automatically fixes missing or incomplete 
tags. While reformatting HTML in this fashion 
doesn't change the way the Web page works, 
XML is a handy way to format data for use 
across a number of browsers, operating sys¬ 
tems, and applications, but its need for 
exact syntax can be a problem. 
FrontPage's ‘XML tool is welcome, 
though FrontPage itself doesn't feature 
user-customizable XML. 

Inline frames, a frames page embed¬ 
ded on an existing Web page, can be 
inserted and customized in FrontPage 
2002. Bear in mind that this neat visual 
effect will display in Internet Explorers 
from version 3.0 and on, but Netscape 
didn't display them until version 6.0. 

The updated Media Gallery sports 
hundreds of new images, as well as a 
new interface that makes it easier to 
keep the new galleries and your own 
images (culled by the program from 
your hard drive) organized and acces¬ 
sible. And there are always more 
Web-ready images available from 


Microsoft on the Web, accessible through 
the Media Gallery interface. Beware thumb¬ 
nail views of extensive collections unless 
you have unlimited memory. 

FrontPage has always made it easy to add 
graphics to Web pages; perhaps too easy. A 
poor FrontPage site can be recognized by its 
over-reliance on sometimes gaudy clip art and 
dancing DHTML-powered text, and its depen¬ 
dence on FrontPage's Themes navigation and 
motif. Still, for those interested, the 2002 ver¬ 
sion ships with 15 new Themes, all remarkably 
similar to the dozens of previous Themes. 

Getting The Team Involved. FrontPage 
2002 offers a number of features that enhance 
collaborative Web creation and online pro¬ 
ductivity. The combination of support for 26 
languages and inclusion of Unicode specifi¬ 


cations means that teams 
can work together across 
national boundaries and 
can design for internation¬ 
al audiences. 

By using the 2002 exten¬ 
sions and Microsoft's 
Sharepoint Team Services, 
a team can edit a site 
together using browser- 
based tools, while sharing 
files and navigation. The 
system includes some 
impressive collaborative 
features that Web-building 
teams can use to stay in 
touch, including closed 
discussion groups, file 
uploads, and automatic notifications of Web 
modifications. You can use template "lists" for 
the collaborators, such as announcements, 
events, tasks, and contacts; you can also create 
your own. 

Document libraries are a common reposito¬ 
ry of documents Web design teams can access; 
rides dictate when and how documents will be 
saved and stored, who may access them, and 
how often they will be backed up. 

Also using the new extensions, you can 
grant or deny access to users and groups 
through a "role-based" security model. In 
addition, FrontPage's source control includes a 
check-out/check-in feature, ensuring that two 
authors are not working on the same file at the 
same time. 

FrontPage Comes Of Age. Maybe. In 

its 2002 edition, FrontPage continues 
to emphasize ease of use, an adher¬ 
ence to the look and feel of other 
Office products, and an above-the- 
fray approach to HTML that its 
proponents have long appreciated. 
FrontPage has long been scoffed at 
as a serious Web development tool, 
with most serious developers tend¬ 
ing to use more sophisticated 
products such as Dreamweaver if 
they need a WYSIWYG (What You 
See Is What You Get) editor. But this 
release of FrontPage makes building 
complex sites so simple that experts 
and novices may both find some¬ 
thing to like. H 


by Iver Davidson, PhD. 



Hover Button properties window. 
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Merge works in almost the same way that it 
does in Word, making it simpler to send your 
Publisher 2002-created newsletter to all the 
names in your Outlook Contacts list or any 
other data source file you wish to use. From the 
Tools Menu, select Mail Merge and Mail Merge 
Wizard. The task pane will be populated with 
options needed to select to use an existing 
address list or Outlook Contacts list, or to create 
a new list as you are working on the Mail 
Merge document. If you intend to use Outlook, 
it must be set as your default e-mail client. If 
Outlook is not selected, the program will direct 
you to set the default before proceeding. 


■ Standard Color Schemes & New Font 
Schemes. Like Publisher 2000, Publisher 2002 
has recommended Color Schemes that go with 
each Design Set that it offers. New with 
Publisher 2002 are Font Schemes that combine 
complementary fonts and font sizes for the 
different headings, subheadings, and 
text objects that make up each docu¬ 
ment. The schemes are designed to 
create interest and maintain a 
consistency of appearance across 
your document, or the series of doc¬ 
uments that you create in your Design 
You can easily customize the schemes to 
your personal preference or to work with 
your company's style guide requirements. 

Once you have selected the type of document 
you want to create, click on Color Scheme or 
Font Scheme in the task pane; and you will see 
a number of options displayed. For either Color 
Schemes or Font Schemes, the program offers 
you the ability to experiment with the preset 
schemes and see the overall effect when they 
are changed. Experiment as much as you want 
without affecting the final look of your saved 
document until you are satisfied and ready to 
apply the change. The changes are automatical¬ 
ly applied to all pages of your document, and 
across all the documents in your Design Set. 

A note of caution: Some of the font changes 
can take quite a bit to time to work through a 
multi-page document. The font changes appear 
to be applied as you open each page, and at 
least on the computer that we used for this 
evaluation, the process seems a bit slow. It's 
advisable to do your experimentation on a 
single-page document before you get started 
with the main body of your publication. 


3 New Graphics & Printing Tools. 

OfficeArt drawing tools used by other Office 
Applications have been incorporated into 


Publish It To 
Print Or Web 


Publisher 2002 Shows Off New 


Features & Wizards 


P ublisher 2002 inte¬ 
grates seamlessly 
with the rest of the 
Office XP product suite 
and has been made more 
intuitive for the begin¬ 
ning user. At the same 
time, the release incorpo¬ 
rates new features that 
make it more attractive to 
sophisticated users. 


■ Introducing The 
Task Pane. The first 
thing you'll notice when 
you start the program is 
the way the task pane 
presents the main options 
of Publisher 2002, reduc¬ 
ing the need to hunt 
through the program for 
features you want to use. 

The opening screen presents you with the 
option of either creating a new document or 
opening an existing document, and offers a 
variety of preformatted document types. You 
can also select a complete set of document types 
by selecting the Design Sets option on the task 
pane. This gives you a selection of 30 different 
document types for each design set, including 
business cards, calendars, promotional notices, 
envelopes, labels, and internal document forms. 
The forms are coordinated to maintain a consis¬ 
tent look and identity for the small business. 

Start a new document by scrolling through a 
series of options, including layout, color 
scheme and font scheme, and in a short time 
you're ready to insert your prepared copy or 
start writing original copy for brochures, 
newsletters, and Web sites. These are only a 
few of the preformatted templates provided in 
the software. The process is similar to the 
Document Wizard feature in Publisher 2000, 
but allows a greater degree of flexibility in 
changing and rearranging layouts. If you want 
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crosoft has not prefor¬ 
matted, the Blank Documents section still lets 
you create your own layout. 

You can also access all of the options that 
appear on the task pane by clicking the Format 
menu on the toolbar. 

Two other new features have been incorpo¬ 
rated into Publisher 2002; the Word Document 
Wizard and the Resume Wizard. While these 
are the familiar Wizards that are part of the 
standard MS Word program, they also incor¬ 
porate the graphics capabilities of Publisher 
2002 to make more attractive, professionally 
formatted documents. 


■ A Streamlined Mail Merge Option. With 
previous versions of Publisher, users had the 
ability to create and personalize documents 
using a mail merge program, but the process of 
creating the merge file was different enough 
from the process in Word that it was cumber¬ 
some to use. Publisher 2002's version of Mail 
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| Publisher 2002. It is now possible 
| to embed an object into a text 
i frame in your Publisher 2002 
■ document and have the text wrap 
| with the object within the frame, 
f' This is especially useful if you are 
I importing an already-existing 
j Word file with graphics into a 
I publication, since you won't have 
[ to rework the layout of the 
[ existing piece. To import a Word 
I file into your Publisher 2002 doc- 
| ument, first highlight a text box 
[ in the document, then click File, 

I Import Word Document. This 
I will take you to a dialog box that 
I lets you browse for the document 
[ you wish to import. 

I To print your piece, you no 
longer have to set up the page and the printer 
[ in separate operations. The Page Setup and 
[ Printer Setup dialog boxes have been com- 
[ bined into a single Page Setup dialog box. 
I Print Preview lets you to see what your docu- 
[ ment looks like, based on the type of printer 
I you are using. The preview function also lets 
I you preview composite views and individual 
I ink plates when you are sending the docu- 
[ ment to be professionally printed. 

[ ■ New Release Offers Web Tools. Also 
I new with Publisher 2002 are tools designed to 
help the user create publications incorporating 
the World Wide Web, as well as services from 
! Microsoft offered over the Internet as part of 
product support. 

i The program now lets you insert hyperlinks 
I into the text directly from Publisher. Highlight 
[ a word or phrase for which you 
want to create a hyperlink refer- 
I ence. Click the Insert menu on 
I the toolbar. Click the Hyperlink 
I option and a dialog box will 
appear for you to enter the 
address that you want linked. 

Click OK. 

I Publisher also lets you insert 
I HTML (Hypertext Markup 
Language) code directly into your 
I document using the Insert menu 
j and selecting HTML Code 
[ Fragment. This feature is useful if 
; you're creating your document 
for presentation on a Web site. 

Once you have inserted the 
hyperlink, Publisher 2002 lets 
, you preview the Web site listed 


in your link by clicking the File menu and 
selecting Web Page Preview. This brings up 
your document as if it were a finished file, and 
lets you click the hyperlinked Web site to veri¬ 
fy that the result is what you expected. 

In addition to the new features in 
Publisher 2002, Microsoft offers services 
available by direct link from the Internet, 
including an online design gallery, at 
http://www.dgl.microsoft.com. The design 
gallery gives you .access to the most recent 
clip art that Microsoft offers, as well as a 
variety of templates for letters, forms, 
calendars, and other business-related publi¬ 
cations. The Web site also provides a locator 
service for commercial printers who are will¬ 
ing to work with MS Publisher files. 
Microsoft has signed up these printers as part 
of the Microsoft Publisher Service Provider 


Program, but the company rec¬ 
ommends that you contact the 
printer directly. 

The MS Publisher Service 
Provider Program is apparently 
part of the Microsoft.Net Internet 
strategy that is in turn part of the 
Windows and Office XP rollout. 
By providing services over the 
Internet, Microsoft hopes to 
capture a larger share of Internet 
users and convince you to use 
more Microsoft products. After 
all, Publisher is not currently the 
industry standard for desktop 
publishing, but if enough users 
begin to request it, presumably 
Microsoft will gain market share 
in this area. 

You can investigate this site, as well as the 
other support links that Microsoft provides, by 
clicking the Tools menu on the toolbar and 
selecting Tools On The Web. If you are not 
logged on to the Internet, the program will 
activate your browser for you and point you to 
your ISP (Internet service provider). 

St A Cost-Effective Desktop Publishing 
Option. If you're already using Microsoft 
Publisher 2000, you'll find Publisher 2002 easy 
to use and integrate with your other Office 
applications. It's well suited to the small organi¬ 
zation wanting to publish a limited number of 
flyers or create simple brochures, and it is a rela¬ 
tively easy way for the small business to 
get started with desktop publishing. As an add¬ 
on to the Office 2002 package, Publisher 2002 
retails for $129. In addition, it's also available 
as part of an upgrade to the 
Professional Special Edition for 
$479. Compared to $869 for 
QuarkXpress or $499 for Adobe 
PageMaker, the two leading desk¬ 
top publishing packages, this 
makes Publisher an attractive 
option. You probably wouldn't 
want to try to publish a major 
book or a magazine with 
Publisher, but it can get a new user 
started on desktop publishing 
quickly and easily, and at a 
relatively low price. ® 

by Bert Nixon 
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M icrosoft is nothing if not persistent. 
When it releases a product, it usually 
has the patience to roll with the 
punches until it hits its third version and 
begins to accumulate market share. Thus, 
industry pundits were left scratching their 
heads when Microsoft abandoned its 
PhotoDraw program. Was Microsoft afraid of 
going head to head with Adobe's Photoshop? 
But that didn't seem very likely; the Microsoft 
juggernaut is not easily cowed. Perhaps what 
really happened was that Microsoft realized 
that it already had a program that met the 
needs of most of its users: Photo Editor. 

Included almost as an afterthought in 
Office XP, Photo Editor is to Photoshop what 
Notepad is to Word; a simple, effective tool 
that can work wonders in the hands of an 
experienced user. With Photo Editor, users 
can manipulate images that they scan into 
their computers, edit various artwork for 


Web pages created in FrontPage, clean up 
photos from a recent vacation, or crop a for¬ 
merly significant other out of their comput¬ 
er's wallpaper background. 

■ Okay, So Where Is It Hiding? Photo 
Editor is not a part of the basic installation of 
Office XP. During the Office installation setup, 
you'll need to select Office Tools and then 
Microsoft Photo Editor. You can then choose 
either Install On First Use, Run from My 
Computer, or Run All From My Computer. 

Starting the application. Once you have 
Photo Editor installed, you can start it in sev¬ 
eral ways. If you already have an image to 
work with, you can open the image with 
Photo Editor by highlighting the file and 
holding down SHIFT while right-clicking 
with your mouse. This will display the Open 
With context menu. Selecting this option will 
display the Open With dialog box, and you 


can select PHOTOED. If you follow this path, 
checking the Always Use This Program To 
Open This Type Of File box will associate 
this file type with-Photo Editor. Use caution 
in making this choice, as this will affect nil 
files in this format. 

The more traditional path is to use the Start 
Menu to launch Photo Editor. From Programs, 
go to Microsoft Office Tools, then to Microsoft 
Photo Editor. This will launch Photo Editor 
with a blank canvas, ready to import an image 
for fine-tuning. 

OLE, OLE, oxen free! Finally, any 
program that takes advantage of Micro¬ 
soft's OLE (object linking and embedding) 
technology can utilize Photo Editor. This 
technology is what allows you to embed 
Excel spreadsheets in Word documents, and 
spreadsheets' into PowerPoint presentations. 
This seamless integration is what proves to 
be the clincher in terms of adding value to 
Photo Editor. Now creating outstanding 
looking documents containing well-com¬ 
posed photos is within reach of anyone 
using Office XP. 


■ So, What Can It Do? Photo 
Editor is not a robust, full-featured 
application like PaintShop Pro or Adobe 
Photoshop. Nonetheless, you'll be 
impressed with how well (and how easily) 
it does what it does within its somewhat 
limited scope. 

A digital darkroom. One thing that Photo 
Editor isn't is a full-blown graphics creation 
program. Unlike Photoshop or Paintshop Pro, 
Photo Editor is just that, a program meant for 
editing (manipulating) photos or other digital 
images. If you need to create images from 
scratch, you're probably better off using one of 
the aforementioned programs or taking advan¬ 
tage of another little gem, Microsoft Paint. 
What Photo Editor does do is let you take an 
image, crop it to fit your size requirements, 
and then apply effects to the image. 

Don't be so negative. Luckily for those who 
have always hated the all the chemical fuss and 
mess of darkroom photography, producing cre¬ 
ative, high-quality imagery has never been easi¬ 
er. The digital nature of your images allows you 
to endlessly experiment at no cost except for 
your time. From the ubiquitous scanner to 
Kodak's PhotoCD, bringing images into your 
computer has also become quick and painless. 
With the proliferation of digital cameras, you 
don't need to wait hours or days for a photo lab 
to develop your prints. 


The Little Editor 
That Could 


Photo Editor: A Useful, Simple Tool 
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I' The quality of today's digital images is 
rapidly approaching the level of chemical- 
based photography. Cameras with megapixel 
resolutions are quickly replacing convention¬ 
al film as the choice of millions of amateur 
photographers. As higher-resolution cameras 
have been introduced, even professional 
photographers are beginning to acknowledge 
that digital cameras can produce results good 
enough for most users. But with this increase 
in capability comes a corresponding increase 
: in expectations. Everyone used to accept 
: poorly composed photos, and redeye was 
something that everyone accepted as a side 
\ effect of flash cameras. With the ability to 
easily and repeatedly edit your photos, these 
[ types of blemishes are becoming less and 
: less acceptable. 

■ Use Effects Effectively. How can 

r Photo Editor Help? Where Photo Editor 
■ shines is in its use of effects. Offering 14 
different effects, Photo Editor allows you to 
take a standard image, and with a few clicks 
of your mouse, create a charcoal sketch of the 
original. Another option creates a stained 
glass appearance. The variety of images that 
can be created from a common photo is limit¬ 
ed only by your imagination and your 
willingness to experiment. 

Sharpen and Soften. These two effects 
i allow you to change the amount of detail 
that appears in an image. With many pho¬ 
tographs, detail can get lost or muted, and 
| by sharpening selected areas, you can 
cause this detail to pop back up. Softening 
does the opposite, blending in areas of the 
image by reducing the amount of contrast. 
With Photo Editor, you can either select 
the area and then apply the effect, or you 
can use the Sharpen tool from the toolbar 
to apply it to discrete areas. 


Negative. This effect allows you to create a 
negative image from a positive one. You can 
also can select which RGB (red, green, or 
blue) channel you want to use to alter which 
colors are left in the negative image. 

Despeckle. Digital images often exhibit 
artifacts, pixels that don't really belong in the 
image, but that are created when the processing 
software doesn't know what to do with a piece 
of information it has received. Despeckling lets 
you decrease the 
amount of noise 
in an image, help¬ 
ing to reduce the 
number of artifacts. 

Posterize. The 
Posterize effect 
lets you reduce 
the color depth of 
an image. You can 

also select which of the RGB colors to 
apply this to. This creates images 
similar to the famous Peter Max 
posters of the 1960s and 1970s. 

Edge. This is a wonderful effect 
that creates an outline-like image from ordi¬ 
nary photos. Selecting thin or thick edges 
defines how wide the sketch lines are, and 
you can also choose to use either vertical or 
horizontal lines. 

Chalk And Charcoal. Imagine yourself 
sitting at a Parisian cafe, sipping espresso, 
sketching the traffic as it passes by. With the 
Chalk And Charcoal effect, you can trans¬ 
form your vacation snapshots into dramatic 
sketches that would have made Renoir 
proud. This effect also has a helpful preview 
function that allows you to view an approxi¬ 
mation of the changes you are applying. 

Embossing. If you'd like your image to 
stand out or assume a three-dimensional 
effect, the embossing tool is what 
you need. This can make an image 
"pop" out, or it can force text to 
appear as if it had been carved out 
of the background. You can also 
rotate your light source to make this 
effect even more dramatic. 

Graphic Pen. This tool will fool 
all your friends into thinking 
you're the next great artist. (Well, 
perhaps not; that may be asking too 
much.) Similar to the Chalk And 
Charcoal tool, this effect takes a 
regular image and creates a sketch¬ 
like figure out of it. It uses a finer 
point, like a sharp pencil, as opposed 


to the larger strokes employed by the Chalk 
And Charcoal effect. You can change the 
direction of the pen strokes, as well as their 
length. Altering the direction of the stroke 
can also have a dramatic effect. 

Watercolor. As its name implies, this lends 
a watercolor appearance to an image. This 
tool may not be for everyone, as the effect 
isn't necessarily what one might expect. The 
loss of detail is intentional, but can make 
some images look muddy. 

Stained Glass. Ever wonder how 
you would look portrayed in stained 
glass? Now you can find out, with the 
Stained Glass effect. The only problem 
with this effect is that it assumes that 
you want each 
piece of glass the 
same size. In reali¬ 
ty, stained glass, of 
course, is not made 
this way and this 
flaw detracts from 
the overall effect. 
Stamp. If you've 
ever wanted to create inkblots, this is for you. 
The Stamp effect turns your image into a 
black and white image with an almost 
Rorschach look to it. Try this on your next 
visit to the psychiatrist! 

Texturizer. Adding the feel of fabric to an 
image can be quite dramatic. The Texturizer 
effect can make your image appear to be silk- 
screened or painted on muslin or canvas. The 
thread and fiber look is quite effective. 

Watch Out, Ansel Adams. The great 
thing about Photo Editor is that it is easy to 
use. Better yet, if you make a mistake, it's 
easy to undo. Liked famed photographer 
Ansel Adams, you can manipulate your 
images in dramatic or subtle fashion. (But be 
warned: This ability to experiment and play 
is addictive.) Instead of worrying about 
removing redeye from photos, you can now 
transform them into truly unique expressions 
of how you see the world. All it takes is your 
time, some experimentation, and a willing¬ 
ness to express yourself by pushing your 
images in directions you might never have 
planned. And after all, isn't that what art is 
all about? ® 

by Chris Jackson 



default. You’ll need to choose Photo Editor as an option 
from Office Tools when you install Office XP. 
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Finding Your Way Around 

Word 2002 Menus 
& Commands 

The Latest Word On Making Your 
Word Processing Tasks Easier 



ord has always been the pre¬ 
miere application in the 
Office suite, and Word 2002 
adds some big improve¬ 
ments and new features to 
the mix. Chief among these new features are 
smart tags, which are small context-sensitive 
menus with options that match your current 
activity; and task panes, which provide direct 
access to tools from a pane on the right side of 
the Word program window. 

In spite of this increased focus on other 
interface items, Word still packs plenty of 
commands under the familiar menus of the 
Menu bar. Dressed up with a new look, these 
menus remain the chief avenue for accessing 
many of Word's features. This article pro¬ 
vides an overview of these menus, explains 
some of the newer features in Word 2002, 
and discusses a few improvements to famil¬ 
iar, older ones, as well. 

■ File Menu. Select the File menu to access 
Word's file management functions, which let 
you create new documents, save existing 
documents, save documents under new 
names, access print commands, and send 
documents to others. 

In previous versions of Word, the New com¬ 
mand always displayed the New dialog box 
where you could select a template. In Word 
2002, the New Document task pane opens 
instead, where you can select the General 
Templates command to access the Templates 
dialog box (which is now the same as the New 
dialog box). Note that if the New Document task 
pane is already open, then nothing happens 
when you click New from the File menu. This 
could be very confusing to users who are used 
to seeing the New dialog box. 

If you want to have the New dialog box 
appear as it did in previous Word versions, 
open the Tools menu, select Macro, then 
Macros. From the Macros In drop-down menu. 


select Word Commands. Scroll through the list 
(or type f in the Macro Name field), and select 
FileNew. From the Macros In drop-down 
menu, select Normal.dot, and then click 
Create. The FileNew macro now opens in the 
Visual Basic Editor. Open the File menu and 
click Close And Return To Microsoft Word. 

Now, the next time you click New from the 
File menu, the New dialog box will appear. 
Of course, making this change also means 
that you will no longer be able to access the 
New Document task pane because the New 
dialog box will appear instead. Search for 
article Q282111 at the Microsoft Knowledge 
Base Search page (http://www.microsoft 
.com/office/support/searchkb.htm) for 
more information. 

Turning our focus back to the File menu, 
select Search, and the Search task pane opens 
on the right side of the screen. This feature lets 
you search for a particular document on your 
system, rather than a word or phrase in an 
open document. It's similar to the Search (For 
Files Or Folders) function you can access from 
the Start menu. (To search for a word or 
phrase in the current document, click Find In 
This Document at the bottom of the Search 
task pane.) 

At the top of the Search task pane, enter text 
in the Search Text field, and click Search. By 
default, the search engine uses My Computer 
to search for the text across all drives, but if 
you want to narrow the search, select a drive 
from the Search In drop-down menu or select a 
specific file type from the Results Should Be 
drop-down menu. Click Advanced Search at 
the bottom to access additional features, such 
as the ability to select a type of property or cre¬ 
ate more complex Boolean queries. 

The File menu's Page Setup command is 
another area of change. The four tabs of its dia¬ 
log box in Word 2000 (Margins, Paper Size, 
Paper Source, and Layout) are now three tabs 
called Margins, Paper, and Layout. 


The Margins tab is where you can set mar¬ 
gins and select paper orientation (portrait or 
landscape). Click the Multiple Pages drop¬ 
down menu to view your choices. In addition 
to the Mirror Margins and Two Pages Per 
Sheet, there is now a Book Fold option. This 
leaves a sufficient amount of space to fold the 
pages in a book-style format. 

When you select this, the page orientation 
switches to Landscape, and Inside and Outside 
replace the Left and Right margins. In addi¬ 
tion, the Sheets Per Booklet drop-down menu 
appears so you can select the number of sheets 
per booklet. The default is All, but you can 
change this. If your document has more pages 
than the number of sheets you select per book¬ 
let, Word 2002 prints multiple booklets. For 
example, if you select four sheets per booklet 
but you have eight pages. Word prints two 
booklets of four pages each. 

The Paper tab lets you select paper size and 
paper source details. New to Word 2002 is a 
Print Options button that lets you set default 
print options. The Layout tab contains most of 
the same settings as it did previously, but the 
tab has been reorganized and includes one 
new element that lets you set how far from the 
edge of the page you want to place your head¬ 
ers and footers. 

Plus, there are several new Send To options in 
the File menu, including For Review, Exchange 
Folder, and Microsoft PowerPoint. For Review 
sends the document as an e-mail attachment. 
You can also include a link to the file on a 
shared drive on a netwdrk server, rather than 
attaching the actual file. And you can send a file 
directly to an Exchange Server if you are config¬ 
ured to access an Exchange Server. If not, you'll 
see an error message indicating this. 

The Send To PowerPoint option presents 
another advantage. It considers the headings 
in Word when viewing the contents for a pre¬ 
sentation. First-level headings translate into 
titles of slides, second-level headings become 
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bullet points, and so forth. PowerPoint cre- 
I ates a new slide whenever it encounters a 
[ new first-level heading. This feature lets you 
I easily create slide presentations based on 
i documents you've already created, especially 
| if you keep this feature in mind while writing 
r your Word documents. 

■ Edit Menu. The Edit menu includes tools 
! designed for making quick changes to a docu- 
1 ment. Users frequently use some of these com- 
; mands together, such as Cut and Paste or Find 
and Replace. Other tools, such as Undo and 
: Redo, change according to the most recent 
1 activity. And if you haven't done anything yet, 
these commands appear as Can't Undo and 
: Can't Redo or Can't Repeat. 

In previous versions of Word, it was possible 
to share multiple sections of text and data via a 
shared Clipboard, and this functionality has 
greatly improved in Office XP. Begin by copying 
text in the usual fashion, and then select Office 
Clipboard to open its task pane on the right side 
of the window. An excerpt of the copied text 
appears in the. task pane. As you copy other 
items, they also'appear in this list. If you copy a 
picture, a thumbnail of the picture appears here. 

To paste the text or data from the 
Clipboard into a document, click wherever 
; you want to place the pasted material, and 
then click the item in the Office Clipboard 
task pane. After you paste the text, Word dis¬ 
plays smart tag options, the most powerful 
being the one that lets you format the inte¬ 
grated text the same as the current document. 
In past versions of Word, the pasted text 
often kept the formatting of its original docu¬ 
ment, thereby spoiling the formatting in the 
new document. For more information about 
smart tags, see "The Latest Developments" 
on page 15. 

The Edit menu's Clear command now 
includes a submenu with two choices (if you 
don't see the Clear command, click the two 
small arrows at the bottom of the menu to see 
all of its contents). One of the choices in the 
submenu, Contents, lets you delete the select¬ 
ed text (as in previous versions), but a second 
command, Formats, lets you revert the format¬ 
ting to the default style. 

For example, let's assume that you have a 
paragraph formatted as "Normal." Then, you 
; make some changes to the formatting, but find 
■ you aren't happy with these changes. Simply 
click Clear, then Formats, and the formatting 
reverts to the default Normal style. This is a 
, very useful feature in the way it lets you play 


with formats, and then easily revert to your 
original style if necessary. 

■ View Menu. The View menu commands 
let you decide which interface elements you 
want to see while working in Word. Most are 
simple choices you toggle on or off. Selecting a 
command turns it on, while deselecting it 
turns it off. One exception to this is the Zoom 
command, which lets you enter a zoom per¬ 
centage into a dialog box. 

Select the Task Pane command to show or 
hide the task pane. By default, the most 
recently used task pane appears. Click the 
small arrow next to the close button (x) at the 
top of the task pane to reveal a drop-down 



In Word 2002, the New Document task pane 
replaces the New dialog box. From here, you can 
start a new document or open an existing one. 


menu with the different task panes to 
choose from, including New Document, 
Clipboard, Search, Insert Clip Art, Styles And 
Formatting, Reveal Formatting, Mail Merge, 
and Translate. 

Select the Markup command when you are 
working with Word's Revision Tracking fea¬ 
ture to toggle marked text on or off. Toggling 
it on makes changes visible in the document. 
Toggling it off lets you see what the docu¬ 
ment looks like with the changes already 
integrated (as though you have accepted the 
changes). This could be useful while editing a 
document. It's also important to remember 
this command, because if you have Track 
Changes turned on from the Tools menu, but 
you can't see changes in the text, it probably 
means you deselected the Markup command. 
Once you select Markup from the View 
menu, though, your changes should be visi¬ 
ble in the document. 

■ Insert Menu. If you feel the need to get 
creative with your document and insert various 
objects, such as pictures, page breaks, diagrams. 


and bookmarks, open the Insert menu and see 
what it has to offer. 

If you use the Field feature, you'll notice a 
new look and feel in its dialog box. The new 
layout makes it easier for users who are unfa¬ 
miliar with this feature to see all the available 
options and make a selection. On the other 
hand, if you're one of the users who liked the 
older method of selecting codes, simply click 
the Field Codes button in the lower left comer, 
and then click the Options button to access the 
Field Options dialog box as in previous ver¬ 
sions of Word. 

Regular users of Word's Symbol function 
will be happy to see its newly designed dialog 
box, which now sports much larger symbols, 
making it easier to see which symbol you want 
than in prior versions of Word. In addition, 
you can see a list of recently used symbols at 
the bottom of the dialog box, along with the 
code for that symbol in your choice of Unicode 
(hex), ASCH (decimal), or ASCII (hex). 

When you select Reference from the Insert 
menu, you'll see its four options (Footnote, 
Caption, Cross-Reference, and Index And 
Tables) now combined in a submenu. Selecting 
Footnote from this submenu presents a reorga¬ 
nized Footnote And Endnote dialog box that 
makes it easier to select a location, choose a 
format, and decide where to apply changes. 
And some of the formatting functionality, 
which had been accessible by clicking the 
Options button in Word 2000, is now available 
in this single dialog box. 

There has been a significant redesign to the 
Comments feature, as well. Instead of the split 
screen used in previous versions, inserted 
comments now appear in the right margin in 
the form of a comment balloon that's labeled 
with appropriate comment number. The com¬ 
mented text includes a colored bracket around 
it, rather than the highlighting used in previ¬ 
ous versions. 

A brand new addition to Word 2002 is the 
Diagram function found in the Insert menu. 
When you click it, you'll see its Diagram 
Gallery dialog box appear on-screen with 
six default diagram styles for you to choose 
from, including Organizational Chart, Cycle 
Diagram, Radial Diagram, Pyramid Diagram, 
Venn Diagram, and Target Diagram. Select 
one of the diagrams, and then edit it as need¬ 
ed to customize the colors and contents for 
your needs. 

■ Format Menu. The commands in the 
Format menu help you define the formatting 
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parameters of the document, including its 
fonts, paragraph settings, styles, and more. For 
the most part, these functions remain 
unchanged in Word 2002, but there are a cou¬ 
ple of features worth noting. 

The Reveal Formatting command, for 
instance, lets you see the formatting of the cur¬ 
rent word, phrase, or paragraph in a similar 
fashion to WordPerfect's Reveal Codes feature. 
This could be useful when trying to track 
down a formatting problem or when trying to 
copy text with specific formatting. 

And selecting the Styles And Formatting 
function now displays its own task pane, 
where you can work with styles and headings 
in the current document. 

■ Tools Menu. The Tools menu includes 
functions and options that can enhance and 
customize your Word documents. 

The Word Count command itself is essen¬ 
tially the same as in previous versions of 
Word, but you can now access a Word Count 
toolbar that will let yoq update the total for the 
current document quickly and easily. After 
clicking Word Count from the Tools menu, 
click the Show Toolbar button in the lower left 
corner so the Word Count toolbar appears. 
Click Recount to display the current total. 

The Translate command is another available 
option that can make your life much easier. 
You'll find it by opening the Tools menu, 


selecting Language, and then Translate. The 
Translate function lets you translate from 
English to another language or vice versa. By 
default, Word lets you translate English to and 
from Spanish or French. And because the 
Translate function is not supplied with the 
default installation, you will be prompted to 
install it the first time you select it. Also, it 
seems to work better with a single word than 
with a phrase or larger chunk of text. 

Select a word, and if Word 2002 can trans¬ 
late it, it displays the results in the Results box 
below. If you want to replace the selected 
word in your document with the word in the 
Results box, click Replace. If Word cannot find 
a translation, you have the option of going 
online to a Web site to access additional trans¬ 
lation tools. Just click the Go button next to the 
Translate Via The Web drop-down menu at 
the bottom of the Translate task pane. 

The Speech feature found in the Tools menu 
is not included with the default installation, so 
the first time you select Speech, Office XP will 
prompt you to install it. After its installation, 
you can use the built-in wizards to configure 
your microphone and train the software to 
understand your speaking style. Granted, 
speech recognition software still has some 
drawbacks that need to be improved, but the 
program included with Office XP could be 
helpful to users with repetitive stress injuries 
or other conditions that prevent them from 


typing. For more information about its capabil¬ 
ities, see "Let Your Voice Be Heard" on page 1 
95 in this issue. 

The Tool menu's Compare And Merge ) 
Documents feature, which lets you merge edits 
from one or more authors into a document, has 
some beneficial possibilities. Begin by opening ] 
the edited document, and then select Compare 
And Merge Documents. Select the original doc- : 
ument you want to compare with the edited 
version. You have the choice of merging into 
the original document by selecting Merge; into 
the current (edited) document by selecting 
Merge Into Current Document; or merging into j 
a third document by selecting Merge Into New j 
Document. Regardless of how you do it, the 
document opens with changes marked in color, 
along with comment balloons outlining the I 
changes. As with the Track Changes feature, 1 
also found in the Tools menu, you can accept or 
reject changes. 

Next in line, Letters And Mailings, now has 
the three functions associated with it, in addi- j 
tion to the Show Mail Merge Toolbar, in a 
single submenu. The Mail Merge function has I 
changed dramatically. It's now caEed the Mail I 
Merge Wizard, and instead of using the Mail j 
Merge Helper dialog box that appeared in 
Word 2000, the Mail Merge task pane opens 
instead. This is now a six-step process (rather I 
than three in the older version), and it includes j 
selecting a letter and filling in relevant details. 



What’s On The Menu? 


Using the commands 
of the File menu, you 
can create new 
documents, change 
print settings, send 
documents to others, 
save existing docu¬ 
ments under new 
names, and more. 



f£| Office Clipboard.. 

H Cl 
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The Edit menu is your source for editing tools while working with 
documents. Some of the tools, such as Clear and Replace, save users 
a lot of time by making automatic changes in formatting and content. 



The View menu lets 


you select which 
interface elements 
you want to see 
while working in 
Word 2002. This 
also includes several 
toolbar choices from 
its submenu. 




Visit the Insert menu 
when you need to 
add elements, such 
as pictures, diagrams, 
and bookmarks, into 
your document. 
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\ Selecting the Tools On The Web option 
opens a designated Microsoft Office Web page. 
. Click United States (or your country) on the 
; world map and the appropriate page for your 
(country opens. From here, you can review the 
available options and see if you wish to down- 
I load any updates or add-ins for Word 2002. 

I Templates And Add-ins has not changed 
very much, but this command does include one 
new convenient function for users using Word 
to design a Web page. You now have the option 
of linking CSS (Cascading Style Sheets) to the 
document by clicking the Linked CSS button 
and navigating to the CSS file. You also have the 
; option of automatically attaching style sheets to 
all e-mail messages by clicking the Attach To All 
I New E-mail Messages checkbox. This only 
affects e-mail messages you generate in Word. 

AutoCorrect Options is another tool available 
I from the Tools menu, but in addition to the 
I AutoCorrect functions available in previous ver¬ 
sions, you also have the option of configuring 
smart tags in Word 2002. Again, see "The 
Latest Developments" on page 15 for more 
information about smart tags. 

■ Table Menu. The functions found in the 
Table menu provide a high level of flexibility to 
[ generate exactly the type of table you want. 

I These functions have not changed from Word 
2000, but they still offer a quick and efficient way 
to create and edit table data in your document. 


For example, you can use the Draw Table tool 
to literally draw a table to your specifications. 
When you select this tool, the cursor turns into a 
pencil. Simply drag a rectangle to create the out¬ 
side borders of the table, and then drag the pen¬ 
cil again to create the table's columns and rows. 
The Tables And Borders toolbar that opens 
when you click Draw Table is where you can 
adjust the width of lines, erase lines, or change 
line colors. Other table functions let you delete 
rows or columns, convert a table to text, hide 
grid lines, and much more. 

■ Window Menu. The Window menp's 
functions are very basic. If you want to change 
how you view multiple windows in Word 
2002, open this menu. 

The functions found here have not changed 
from Word 2000, so if you're one of the many 
users that were annoyed by the SDI (single 
document interface) that first became available 
with Word 2000 (each open document appears 
as a separate icon on the Taskbar) and want to 
switch back to the MDI (multiple document 
interface) found in prior versions of Word 
(Word appears as a single icon on the Taskbar, 
no matter how many documents arq open), 
you can make that change. Open the Tools 
menu, click Options and choose the View tab. 
Select the checkbox next to Windows In 
Taskbar to remove the check mark and click 
OK to close the dialog box. 


■ Help Menu. The Help menu presents you 
with the help you need to use Word 2002 and all 
of its features. Of course, this includes access to 
an index, online help, and WordPerfect Help. 
And, in spite of press reports to the contrary, 
Clippit, the animated paper clip who wants to 
assist you with every question imaginable, still 
lives, but you can turn him off if you want. 

Activate Product is another command you'll 
see in the Help menu of applications throughout 
the Office XP suite. Microsoft's new activation 
policy for Office XP requires you to activate the 
suite before your 50 chances expire. In other 
words, you get 50 launches, which applies to 
opening any application in the suite, before you 
must either call Microsoft or connect via the 
World Wide Web and register the suite with 
Microsoft. Microsoft implemented this new poli¬ 
cy to help prevent piracy. If you haven't already 
registered Office XP, use this option to do so 
now. For more information about Microsoft's 
activation policy, see "Installation & Activation" 
on page 21 in this issue. 

■ Final Word. Like everything else in Office 
XP, Microsoft has made several changes to 
Word 2002, but by exploring the menus and 
becoming familiar with new and improved 
features, you can increase your productivity and 
work more efficiently than ever before. GE*] 

by Ron Miller 



p— J - 


I The Format menu has com¬ 
mands to help you define 
formatting parameters, 
including fonts, paragraph 
settings, and styles. 


To improve and enhance your Word 
documents, try using the commands in 
the Tools menu. Examples include 
Spelling And Grammar, Track Changes, 
Templates And Add-Ins, AutoCorrect 
Options, and Customize. 


The Table menu is 
home to all the 
commands that can 
help you create 
and edit table data 
in a document. 


For access to various 
modes of assistance, 
including online help, 
turn to the Help menu. 


The Window menu doesn’t have a 
large selection of commands. Its 
sole purpose is to let you decide 
how multiple windows should 
appear in Word 2002. 
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Excel 2002 Menus 
& Commands 

Create Spreadsheets That Compute 



A s with any upgrade, the leap from 
Microsoft Office 2000 to Office XP 
brings changes, improvements, and 
new features. Yet, when it comes to the struc¬ 
ture of Excel 2002's menus, you'll feel right at 
home as the main menu headings and much of 
the contents remain the same. Keep reading, 
though, because a handful of new commands 
add functionality and enhancements that you 
won't want to miss. 

■ File Menu. The File menu is probably both 
your first and last stop in Excel. It contains all 
the important commands for dealing with 
files, including opening, closing, saving, 
formatting, printing, searching, and even exit¬ 
ing Excel altogether. 

It begins with the standard commands: New 
for starting a new workbook, Open for 
opening an existing workbook, and Close for 
closing the currently open workbook, The 
New command activates the New Workbook 
task pane, a new feature that has several 
clickable commands to help you get started. 

The next set of commands lets you save 
your work. Choose Save As to name and 


save a new workbook, 
and use Save to pre¬ 
serve the work in pro¬ 
gress. Save As Web 
Page saves the work¬ 
book in an HTML (Hy¬ 
pertext Markup Lan¬ 
guage) format so you 
can easily post it online. 
The final option, Save 
As Workspace, lets you 
opens multiple work¬ 
books, format them, 
and then save them as 
Workspace files. Work¬ 
space files save display 
information so that you 
can resume work with 
the same print areas, 
screen magnification, 
display settings, and 
window sizes. They do not contain the 
workbooks themselves. 

Search, another new Office XP feature, 
opens as the Basic Search task pane where you 
can hunt for certain types of files that include 
specific words and reside in various locations 
on your system. Employ additional search 
properties by clicking Advanced Search at the 
bottom of the pane. 

Use Web Page Preview to preview work¬ 
books you've saved as noninteractive Web 
pages. This lets you view the pages in a brow¬ 
ser window before publishing them. 

In the next section are commands for 
formatting and printing. Page Setup gives you 
control over things like page orientation, paper 
size, margins, scaling, headers, and footers. 
Print Area and its submenu of commands 
make it possible to select certain cells, set them 
as a print area, and then print only those cells. 
Print Preview shows you what your workbook 
will look like when printed, and Print, via the 
Print dialog box, sends the job to the printer. 

Send To, with its submenu of selections, 
automates the e-mailing of a workbook. 
Attach the entire workbook to a message or 


make the current worksheet the body of a 
message. Mail Recipient (For Review), a new I 
command, merges the Send To capabilities I 
with the Track Changes feature. Use it to send 1 
a file for others to review and edit; when the 1 
reviewed file is returned, either accept or 1 
reject the changes. Other commands let you I 
route a file to multiple recipients, share a file 1 
with online meeting participants, and post a j 
file to an Exchange folder (if you use 
Microsoft Exchange Server). 

The Properties command displays informa¬ 
tion about the currently open workbook, such 
as its name, author, and creation date. 

Finally, just above the Exit command, the j 
File menu lists shortcuts to several of your j 
most recently opened workbooks. 

■ Edit Menu. The Edit menu, as its name | 
implies, houses all the commands used for j 
editing your workbook. Visit this menu when 
you need to undo or redo something you just 
did or when you need to cut or copy data from 
one place and paste it into another location. 
This menu is also good for filling or clearing 
. cells' contents, finding and replacing content, 
and handling links and objects. 

The first commands in the Edit menu are j 
probably the most frequently used: Undo, 
Redo, and Repeat. They don't all appear simul¬ 
taneously and sometimes are replaced by 
grayed-out (as in unavailable) Can't Undo, 
Can't Redo, or Can't Repeat listings. Use Undo 
and Redo for textual changes and Repeat to 
make repetitive actions. 

The next section of the menu displays the 
familiar Cut, Copy, and Paste commands. It J 
also boasts the new Office Clipboard 
command, which opens into its own task pane. 
The Clipboard holds items you've previously j 
cut or copied, and the new format now makes J 
it even easier to view and select items for j 
pasting. Paste Special lets you choose how you j 
want something pasted, and Paste As 
Hyperlink creates a hyperlink to the data j 
rather than pasting the data itself. 

Use Fill and its submenu commands to 
quickly populate several cells requiring the 
same contents. You have the option to fill cells 
Up, Down, Left, Right, and even Across j 
Worksheets. You may also control justification j 
from here, and the Series command lets you j 
quickly fill in sequential things such as the 
days of the week or the months of the year. 

In contrast, Clear and Delete remove data j 
from your worksheet. Clear also has a sub- j 
menu that lets you choose to delete contents, j 
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5 comments, format, or everything. Delete 
I Sheet deletes the current worksheet, and 
| Move Or Copy Sheet lets you transport 
I your worksheet. 

Near the bottom of the menu are tools for 
; locating things. Find helps you find any word or 
character in your workbook. Closely related is 
the Replace command, which lets you find items 
and replace them with something else. Go To 
jumps to any spot by typing a cell location. 

| Finally, use the Links and Object cOm- 
I mands to manage linked items and embed- 
| ded objects within your workbook. When 

( you select such an item or object, these com¬ 
mands become available and enable you to 
edit the respective content. 

( ■ View Menu. Excel can assume many dif- 

I ferent customized looks and characteristics. 
From the View menu, you can control page 
views, visible toolbars, and even the level 
t of magnification. 

i Normal and Page Break Preview are the 
I two main ways worksheets display in Excel. 
| Normal is the default view to which you're 
l likely most accustomed. Page Break Preview 
I lets you set, view, and control page breaks in 
[ the worksheet. 

I The next section of commands controls what 
[ items appear alongside your work area. The 
| first, Task Pane, is new to Office XP. Selecting it 
I or deselecting it toggles the task pane on and off. 
I Open the Toolbars' submenu to show or hide 
I various toolbars, or click Customize to create a 
| new toolbar or customize any of the original 
toolbars and menus. As before, you can also 
| display the Formula Bar and Status Bar by 
I selecting their respective menu commands. 

Header And Footer is self-explanatory, but 
I next in line is the Comments command, which 
| some of you may not be familiar with. Select 
| the cell on which you want to comment, 
I choose the Comments command, and then use 
[ the tools on the Reviewing toolbar to create the 
I comment. After that, use the Comments 
I command to hide or display your comments. 

I Because you might need different views at 
different times, you can use the Custom 
Views command to name and save each view 
for future use. When you need to see as much 
of the worksheet as possible, select Full 
Screen. This hides all superfluous toolbars 
and on-screen elements, leaving only the 
i Menu bar and your worksheet. If necessary, 
| you also might want to try the Zoom com¬ 
mand and experiment with varying levels 
of magnification. 


« Insert Menu. The Insert menu makes it 
possible to add basic elements, such as 
columns, rows, cells, and page breaks, as well 
as more complex elements like charts, 
diagrams, pictures, and functions. 

The first four commands are for adding 
individual cells, rows, columns, and even 
entire worksheets. Just below, the Chart com¬ 
mand activates the Chart Wizard to walk you 
through building and inserting either a 
standard or custom chart. Use the Symbol 
command, another new addition, to open the 
Symbol dialog box and select from various 
subsets of symbols or special characters. 



Choose the new Search command from the File 
menu to open the Basic Search task pane. Search 
for files containing specific text and indicate the 
locations and types of files for which to look. 


The following group of commands will help 
you organize data better. First, the Page Break 
command gives you the ability to add a vertical 
or horizontal page break wherever you deem 
necessary. The Function command simplifies the 
task of inserting mathematical functions, and the 
Name command lets you assign easy-to-remem- 
ber names to cells, formulas, or ranges of cells. 
Use the submenu options to define names, 
modify names, or paste a name into another 
location. And Comment provides a way to place 
brief explanations within a workbook. 

Within the Picture's submenu are com¬ 
mands for inserting clip art, images saved in a 


file, or images from a digital camera or scan¬ 
ner. The Organization Chart, WordArt, and 
AutoShapes commands automatically open 
floating toolbars or dialog boxes for creating 
such items. Excel's new Diagram command 
opens the Diagram Gallery, where you can 
choose from several creative styles, including 
the Target diagram, Pyramid diagram, and 
Venn diagram. 

The final View menu Commands, Object and 
Hyperlink, let you make your worksheet inter¬ 
active with other files by inserting linked or 
embedded objects or actual hyperlinks. 

■ Format Menu. The Format menu com¬ 
mands are for manipulating fonts, creating 
borders and shading, adjusting column and 
row widths and heights, and applying prede¬ 
fined formatting templates or styles to all or 
portions of your worksheet. 

Topping the menu is the Cells command, 
which opens the Format Cells dialog box, 
enabling you to change the format of 
numbers, currency, dates, times, percentages, 
fractions, and more. Text alignment, font size 
and style, cell borders, and shading are also 
controlled here, as-is the ability to lock cells or 
hide formulas for security. 

Use the Row and Column commands and 
their respective submenus to adjust row height 
and column width, or hide and unhide select¬ 
ed portions. AutoFit resizes rows and columns 
to accommodate your entries. Sheet and its 
submenu commands rename, hide, and unhide 
worksheets. Background and Tab Color (yes, 
another new command) let you add back¬ 
ground images and worksheet tab colors. 

The lower half of the menu is devoted to 
formatting your worksheet. AutoFormat opens 
a dialog box that includes predefined chart 
templates, which contain formatting for num¬ 
bers, borders, fonts, patterns, alignments, and 
widths and heights. You can apply all or some 
of a template's features to organize your data 
into a preformatted structure. Conditional 
Formatting applies fonts, borders, or shading 
to cells that meet predefined content criteria. 
Use Style to alter the formatting of the entire 
worksheet. Its dialog box helps you modify the 
Normal settings or create styles of your own. 

■ Tools Menu. Appropriately named, the 
Tools menu offers the tools you need to go the 
extra mile. Spelling and formula error 
checking, workbook sharing, tracking changes, 
security protection, and formula auditing are 
just a few of the tools at your disposal. 
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Spelling combs through your worksheet in 
search of misspelled words, while Error 
Checking confirms the validity of your formu¬ 
las. Office XP now supports speech recogni¬ 
tion; the Speech command enables this feature 
and displays the appropriate toolbars. 

The second set of commands helps you 
share your workbooks with others. Share 
Workbook lets multiple users access a work¬ 
book simultaneously, and Track Changes sets 
preferences for accepting and editing changes 
made by other users. Compare And Merge 
Workbooks then combines all the edited ver¬ 
sions into a single workbook that includes all 
the changes. 

Use the Protection command to set barriers 
and restrict access. The Protection submenu 
commands enable password protection for all 
or portions of worksheets or workbooks. 

Online Collaboration utilizes the capabilities 
of NetMeeting, and the submenu command, 
Web Discussions,, lets you open a workbook 
and discuss it with others online. 

The next three commands lend a hand with 
formulas and calculation. Goal Seek is helpful 
when you know the answer to a problem but 
lack one of the values leading to that particular 
answer. Use Scenario to make hypothetical 
changes to worksheet variables, and use 
Formula Auditing to safeguard against errors 
by displaying visual representations of how 
various cell values relate to each other. 


What’s On The Menu? 


If you are connected to the Internet, the new 
Tools On The Web command directs you to an 
online Microsoft resource. At the time this 
article went to press, this resource included 
links to Office downloads and updates. In 
addition, it sported photos, clip art, templates, 
and links to eServices. 

Macros condense a series of commands into 
one step. From the submenu, you can create a 
new macro, set macro security levels, and acti¬ 
vate more advanced programming tools, such as 
Visual Basic Editor and Microsoft Script Editor. 

Add-ins help you add new features to Excel, 
either by downloading them or installing them 
from the Office XP CD-ROM. 

As you probably know, Excel makes certain 
corrections automatically. AutoCorrect is the 
option you should select when you need to set 
preferences regarding what items you want 
Excel to recognize as errors. 

Through the Customize command, you can 
personalize Excel's toolbars, menus, and com¬ 
mands. For more advanced customization, 
choose the Options command. Here, change 
the error-checking rules, spell-checking dictio¬ 
nary listings, default cell colors, visibility of 
page breaks and gridlines, and the frequency 
of AutoRecover saves. 

Data Analysis provides built-in formulas for 
calculating histograms, correlation, covariance, 
moving averages, and other statistical and 
mathematical functions. 


■ Data Menu. Because Excel is an applica¬ 
tion for dealing with data, it shouldn't be 
surprising that an entire menu is devoted to 
commands for sorting and managing data. 

The first command, Sort, establishes the 
order in which data appears: ascending or 
descending order and according to various 
columns or rows. Next, Filter finds cells that 
share equal or similar values and displays 
those cells separately for your review. Choose 
the Form command to open a data form. Data 
forms let you easily enter or display one com¬ 
plete row of information, or record, in a list at 
one time. 

The Subtotals command quickly applies ] 
mathematical functions, such as averages, 
sums, or standard deviations, to an entire 
worksheet, after which it displays the results. 
Use the Validation command to safeguard 
against the accidental entry of a piece of data j 
that would completely invalidate your j 
calculated totals or averages. 

The Table command adds one or more 
formulas to multiple cells in a data table and 
displays the results. For example, in a worksheet 
of interest rates, the Table command could cal¬ 
culate loan payment amounts at various rates. 

Text To Columns is most commonly used 
when importing text files that need to be 
converted into Excel lists. A wizard walks 
you through specifying how you want to divide 
the text into columns. The next command, 
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Consolidate, gleans information from several 
worksheets, performs mathematical operations, 
and then presents the results in a new worksheet. 
Another way of consolidating information is 
through Group And Outline. Its submenu com¬ 
mands group and then collapse or expand rows 
or columns. And the outlining tools automatical¬ 
ly condense structured worksheets into outlines. 

Now, on to PivotTable And PivotChart 
Report. PivotTables analyze related totals and 
compare several facts about each figure. Plus, 
PivotTables are interactive, so you can change 
the view of the data for more details or to 
calculate different summaries. In turn, 
PivotCharts provide graphical representations 
of PivotTable data. 

The Get External Data command opens a 
submenu full of options for bringing data 
into Excel. Import Data saves you the trouble 
of retyping any data you want to analyze 
from external databases and files. New Web 
Query lets you bring in information from 
tables on the Web, and by the same token, 
New Database Query snags data found on 
your computer or network. Edit Query 
allows you to modify a saved query. Data 
Range Properties is where you go to modify 
the properties of a range of external data, and 
the Parameters command allows you to set 
parameters for your queries. 

To update your worksheet with new 
information when an external data source 


changes, choose the Refresh command from 
the Data menu. 

II Window Menu. In the Window menu, 
you'll find commands for manipulating what 
you see on-screen while working in Excel. 
Creating new windows, hiding current 
windows, and splitting window panes are a 
few of the tasks possible through this menu. 

At the top, New Window opens a window 
that's identical to the one that currently 
displays. This lets you view different parts of a 
file simultaneously. With more than one 
window open, use Arrange to tile, align, or 
cascade them for optimal viewing. Hide makes 
the current window disappear (without 
closing it), and Unhide reinstates it. 

In the lower half of the menu, Split divides a 
single window into one with independently 
scrollable panes, and Remove Split returns the 
window back to normal. Similarly, Freeze lets 
you select data that remains visible while 
scrolling through a worksheet. 

■ Help Menu. Turn to the Help menu 
when you rim into trouble or have questions 
about a certain task or feature. Clicking the 
Microsoft Excel Help command displays a 
separate window containing all of Excel's 
help information, searchable via the Answer 
Wizard, the Index, or the Contents. If you use 
the Office Assistant, the above command 


activates the little character, along with 
a small box where you can enter your ques¬ 
tion. And Show The Office Assistant and 
Hide The Office Assistant do exactly what 
you'd expect. 

What's This? changes your pointer into an 
arrow with a question mark beside it. Click the 
object in question to display a brief explanation. 

The next two commands involve informa¬ 
tion on the Web. Office On The Web opens 
Microsoft's Office Web site, and Activate 
Product allows you to register Excel 2001 
online with Microsoft. 

The last batch of commands round out the 
Help menu's functionality. Lotus 1-2-3 Help 
translates Lotus commands and menu items 
into their Excel equivalents. Detect And Repair 
enables Excel to repair itself by automatically 
finding and fixing glitches. About Microsoft 
Excel provides version, copyright, legal and 
licensing information about Excel. 

■ Equals Value. To sum it all up, Excel 
2002 provides enough new features and 
improved tools to make the upgrade worth¬ 
while for power users. As in previous ver¬ 
sions, Excel's menu structure and commands 
are intuitive and easily navigable, making 
your upgrade from Excel 2000 to Excel 2002 
a simple one. ®] 

by Hannah Henry 
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Visit the Help menu 


when you have ques¬ 
tions and need answers 
about using Excel 2002 
and its many functions. 


With the Window menu, you can 
control how Excel windows appear 
on-screen by hiding, rearranging, and 
even splitting into panes if necessary. 
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Access 2002 Menus 
& Commands 



A ccess 2002 is a powerful tool used to 
build databases. Most Access database 
projects won't use nearly all of the capa¬ 
bilities of Access 2002, but if your project 
requires an out-of-the-way feature, it's good to 
know where to find it. This article explains the 
menu structure in Access 2002 and the purpose 
of menu commands and important submenus. 
In Access 2002, menus are context-sensitive, so 
some of the menus and options described below 
are visible only when you can use them, such as 
when you're working with a table or form. 

■ File Menu. The File menu contains options 
to manage your Access database files. Its com¬ 
mands open and close files, save and export 
data, print data, and send data to others. File 
menu options also let you move data into 
and out of your database from other sources, 
including text files, HTML (Hypertext Markup 
Language) files, XML (Extensible Markup 
Language) files, spreadsheets, Outlook or 
Exchange files, files from a SQL (Structured 
Query Language) server, or any ODBC (Open 
Database Connectivity) database. 

The Get External Data submenu lets you 
either import data or link tables from another 
Access database. When you change imported 
data in the open database, it does not change in 


the database from which you 
imported it. Alternately, when 
data in linked tables changes in 
the open database, that data also 
changes in the database from 
which you linked the tables. 

Use Save As to create a copy 
of a selected object with a differ¬ 
ent name, or as a different kind 
of object. For example, you can 
save a table as a form, report, or 
data access page. Use Export to 
save database objects in a differ¬ 
ent file format for another appli¬ 
cation. Access 2002 added the 
Search command to the File 
menu so you can quickly look for 
files on your hard drive or the network. Web 
Page Preview opens Data Access Pages, which 
are HTML/XML versions of Access forms and 
reports, in Internet Explorer 5 (or newer). 

Page Setup lets you control print settings and 
layout options. Print Preview shows you what 
an object will look like before you print it. The 
Print command displays a dialog box where you 
can select a printer, change its settings, and print 
your data. If you print a macro, the Documenter 
dialog box appears so you can select individual 
reports to print. 

Send To opens your e-mail program and puts 
all or a portion of a table, query, form, report, or 
module into the message body or an attachment. 
You can send attachments as HTML files, text 
(.TXT) files, Rich Text Format (.RTF) files, or 
Excel (.XLS) documents. Database Properties 
opens a window where you can view the data¬ 
base's contents and statistics, and modify its 
properties. At the bottom of the File menu is a 
list of recently accessed files, any of which you 
can open by clicking its file name. 

■ Edit Menu. The Edit menu lets you add, 
delete, or change data in an open database. The 
Edit menu is context-sensitive, which means 
that the choices change to suit what you can do 
in the active window. For example, if you edit 


your data incorrectly, you can change it back 
using Undo. And of course, you can reverse an 
Undo action with the Redo command. 

The Edit menu's commands also copy and 
move data. Cut, Copy, and Paste move items 
between the Clipboard and the active document. 
Click Office Clipboard to see its contents in a 
task pane on the right side of your window. The 
Office Clipboard can hold up to 24 items and 
move data between all Office XP applications. In 
some situations, you may be able to paste using 
Paste Special, which links or embeds an OLE 
(object linking and embedding) object into the 
current form, report, or datasheet. Paste As 
Hyperlink adds a Clipboard item as a link to a 
location on your intranet or the Internet. Paste 
Append adds the Clipboard data as a new 
record at the end of a form or table. If errors 
occur during the append process, Access inserts 
the record into the Paste Error table. 

When you select Delete, you permanently 
remove whatever you selected in the program 
window. You can delete objects (tables, queries, 
forms, reports), or items in objects (records, table 
relationships). Rename changes the name of 
whatever is selected. Access automatically 
changes all references to a renamed object. 
When you view records in table or form view, 
the Edit menu includes additional options such 
as Delete Record, Delete Column, Select Record, 
and Select All Records. 

You can add a shortcut icon for a database 
object to your Desktop, a folder, or the Start 
menu with Create Shortcut. Access can store 
collections of shortcuts to database objects in 
groups (using the Groups option), which 
appear as folders in the left pane of the database 
window. To view a database object quickly, 
click the group shortcut. Choose New Group to 
create a new group, and add the selected object 
to a group with Add To Group. 

In certain contexts, you can search and 
change data using keywords. If. you're working 
in a table that includes employee names, use the 
Find command to locate "Johnson," or use 
Replace to change "Johnston" to "Johnson." Use 
the Go To option to navigate within a collection 
of records. You can go to the First, Last, Next, or 
Previous record relative to the current record, or 
create a New Record. 

The OLE/DDE Links function lets you 
import information from another application 
using object linking and embedding and 
dynamic data exchange. 

■ View Menu. Commands in the View menu 
let you change how you look at your data. The 

Learning Series / Office XP 57 









Finding Your Way Around 


context-sensitive View menu reassigns its 
options depending on the active window. You 
can use the Database Objects submenu to switch 
your view between your database's Tables, 
Queries, Reports, Pages, and Macros. Scale your 
view of each type of object by selecting Large 
Icons, Small Icons, List, and Details. After you 
choose an object, display it or manipulate its 
contents in Design View, Form View, Datasheet 
View, PivotTable View, or PivotChart View. 

In certain contexts, the View menu also con¬ 
tains more options. If you want to view a form 
within a form, select Subform. To display an 
item's properties window, click Properties. To 
see an object's source code, select Code. The 
Toolbars submenu lets you control which tool¬ 
bars Access displays. In some views, you can 
zoom in and out using the Zoom command, or 
move quickly between multiple pages using the 
Pages command. And Refresh redisplays the 
current window with the most recent data. 

■ Insert Menu. Use Insert menu commands 
to create a new object, such as a new Table, 
Query, Form, Report, Page, Macro, Module, 
Class Module, or AutoReport. When you select 
an object, however, the Insert menu options 
change. New Record adds a blank record to the 
end of the current form or table. Column adds a 
new column. Lookup Column adds a field that 
takes its value from a field in another table. 
Hyperlink Column adds a field that takes its 
value from intranet or Internet data. You can 
insert a Subdatasheet where you can view and 


What’s On The Menu? 


edit data in related or joined tables. Also, you 
can insert an Object, such as a Microsoft Word 
document, or insert a Hyperlink to a Web page. 

■ Format Menu. Commands in the Format 
menu control the presentation of an object on¬ 
screen and are only apparent when working 
with some tables and forms. To change a select¬ 
ed item's Font or adjust the Row Height and 
Column Width, click the commands using the 
same names. Datasheet opens a window where 
you can change the look and feel of the selected 
object. For example, you can turn off grid lines 
or change the background color of a table. 

To change the name of a column, choose 
Rename Column. To view only pertinent data, 
choose Hide Columns. To control whether your 
column size is adjustable, choose Freeze 
Columns or Unfreeze All Columns. In Forms, 
you can present data depending on its value 
according to rules created with the Conditional 
Formatting option. The Subdatasheet submenu 
lets you Expand, Contract, or Remove any 
Subdatasheets you inserted. 

B Records Menu. The Records menu is only 
accessible when you are looking at some types 
of tables or forms. The Filter submenu lets you 
build filters, which narrow the choices concern¬ 
ing what data displays based on your criteria. 
Filter By Form displays a blank version of the 
active form where you can type your filters. 
Filter By Selection filters the data by the field 
that is currently selected. Filter Excluding 


Selection displays all the data in the form except 
what matches the current selection. You can 
even create complicated filters using the 
Advanced Filter/Sort option. 

Plus, using the Sort submenu, you can sort | 
the current form by the selected field in 
Ascending or Descending order. And you can 
use a sorting or filtering method by choosing 
Apply Filter/Sort, or eliminate it by choosing j 
Remove Filter/Sort. 

The Records menu also includes some com¬ 
mands not involving filters. Save Record incor¬ 
porates any changes to the current record in the 
database. Refresh redisplays the current form 
with the most recent data. Lastly, Data Entry j 
displays a blank version of a selected form | 
where you can add new records. 

■ Tools Menu. The Tools menu contains pow¬ 
erful utilities to customize, secure, and share 
your databases. Use the Spelling command to j 
check the spelling of text in a table, query, or j 
form. Office Links lets you merge a selected j 
object with Word or analyze it in Excel. Using I 
Online Collaboration, you can discuss your j 
database with colleagues using Microsoft's j 
NetMeeting application. And the Relationships 1 
option lets you create or display relationships 
between tables and queries. 

Choices in the Analyze submenu provide j 
details about your database. The Table analyzer 
examines a table and, if necessary, splits it into j 
related tables for a better design. The Perfor¬ 
mance analyzer scrutinizes the efficiency of your 
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By using Edit menu options, you can 
copy, paste, delete, or change data. 
And when you open particular 
objects, the context-sensitive Edit 
menu provides even more options, 
including finding and replacing data 
according to your criteria. 
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The View menu commands adjust how 
you see your data on-screen, and like 
the Edit menu, these commands are 
also context-sensitive. View menu 
choices cover a variety of display 
options, toolbars, and object properties. 
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I database and its objects. The Documenter lets 
|: you create an excruciatingly detailed report of 
j any number of your database objects. 

I The Database Utilities submenu contains 
I tools to convert, repair, or expand your data- 
T base. Use Convert Database to move among the 
I Access 97, 2000, and 2002 formats. Choose the 
1 Compact And Repair Database option to fix 
I data errors and conserve space. Or create a form 
I with navigation buttons for your database appli- 
E cation with Switchboard Manager. Other utili- 
I ties you can access from this submenu include 
[ Linked Table Manager, Database Splitter, 
Upsizing Wizard, and Make MDE File. 

\ The Security submenu helps you secure your 
data. Use Set Database Password to password- 
i protect your database. Use Workgroup Admin- 
‘ istrator to join or create workgroups that 
: provide or deny access to certain database 
objects. Set permissions on particular database 
! objects for different users and groups with User 
! And Group Permissions, User And Group 
: ‘Accounts, or the User-Level Security Wizard. 
For sensitive data, you can scramble your data¬ 
base using Encrypt/Decrypt Database. 

The Replication submenu, next in line, lets a 
development team work with replicas of your 
database (via the Create Replica option), which 

I Can then be distributed to developers and syn¬ 
chronized (using the Synchronize Now option). 
Choose Resolve Conflicts to sort, out any dis- 
t crepandes between replicated databases. 

The Startup command lets you customize 
actions that occur when a database application 


opens. Startup choices let you display a particu¬ 
lar form at startup or give an application a 
customized icon. 

Additional commands deal with macros, Web 
tools, ActiveX controls, and other add-ins. The 
Macro submenu lets you run, edit, create, or 
convert macros. Tools On The Web opens a 
Microsoft Web site containing updates and tools 
you can download and install. The ActiveX 
Controls command registers (or unregisters) 
ActiveX controls in the Windows Registry, 
which is necessary for the controls to run. The 
Add-Ins option lets you install, run, or delete 
third-party Access Add-Ins. 

The final choices in the Tools menu help you 
customize Access 2002. AutoCorrect Options 
lets you control the settings and words that 
Access corrects automatically as you type. 
Customize lets you manage toolbar buttons, 
adjust menu commands, and assign shortcut 
keys. Options lets you change Access 2002's 
interface.' For example, you can view hidden 
objects, modify screen fonts and colors, and 
change the default data type for new fields. 

■ Window Menu. The Window menu options 
quickly organize the open Access windows. 
Depending on what you need to see, you can 
organize windows in several ways using the Tile 
Horizontally, Tile Vertically, or Cascade options. 

To organize your workspace better and dis¬ 
play or hide particular windows, you can use the 
Hide or Unhide commands. The bottom of the 
menu lists all of Access' open windows. 


■ Help Menu. If you're stuck, the first place to 
look for advice is the Help menu. Microsoft 
Access Help lets you browse help topics or 
search an index. If you don't know the function 
of a button or command, click the What's This? 
command, and then click the item in question 
for a pop-up definition. Plus, you can find 
answers via Microsoft's Web site by clicking 
Office On The Web. 

The Help menu also contains special options 
for Office XP. Choose Activate Product to regis¬ 
ter your Office XP suite. Learn about special 
Access 2002 features by perusing the Sample 
Databases submenu. If your Access 2002 appli¬ 
cation becomes corrupt after a computer crash 
or some other error, fix it with Detect And 
Repair. And finally, at the bottom of the Help 
menu, you'll see the About Microsoft Access 
option, which displays your product version 
and activation numbers. This information is use¬ 
ful when you upgrade your software or call 
technical support for assistance. 

■ Sifting Through Data. Working with 
mountains of data and compiling databases is 
hard enough without the added burden of 
learning how to direct a program to do what 
you want it to do. By finding out the purpose of 
Access 2002's menu structure and commands in 
advance, you'll have more time to focus on the 
task at hand without worrying about finding the 
tools needed to accomplish it. O 

by Andrew Kuster 














































PowerPoint 2002 
Menus & Commands 

Use Its Capabilities 
To Present Your Point 



P owerPoint has always handled presen¬ 
tations with ease, making it simple for 
novice and experienced users to create 
and display sophisticated presentations. 
PowerPoint 2002 continues this tradition with 
improved design and collaboration tools that 
make your job even easier. 

PowerPoint 2002 embeds many of its features 
right into the interface via new task panes that 
provide quick and easy access to functions that 
were previously hidden in dialog boxes. Yet, 
even with these new interface features, Power¬ 
Point veterans will still use the familiar menu 
system to access most commands. We'll focus on 
PowerPoint 2002's new commands and discuss 
some old ones that have a new look. 


■ File Menu. Open the File menu to access 
PowerPoint's file management functions. These 
commands let you open, create, and save pre¬ 
sentations, as well as access print commands 
and send presentations to others. 

In previous versions of PowerPoint, the New 
command always displayed a dialog box where 
you could select a template. In PowerPoint 2002, 
the New Presentation task pane opens instead, 
and you can select the General Templates option 
to access the Templates dialog box (formerly 
known as the New Presentation dialog box). 

Click the Search command to open its task 
pane on the right side of the window, where you 
can search for a particular presentation or docu¬ 
ment on your system. By default, the search 


engine uses My Computer to search for text 
across all drives, but if you want to narrow the 
search, choose a drive from the Search In drop¬ 
down menu or choose a specific file type from 
the Results Should Be drop-down menu. Click 
Advanced Search at the bottom to use advanced 
search features, such as the ability to search by a 
property, or create Boolean queries. 

If you want to conduct a search for a word or 
phrase in the current presentation, select Find In 
This Document at the bottom of the Search task 
pane, and the familiar Find And Replace dialog 
box opens. 

Although Print Preview is new in PowerPoint 
2002, this command has been available for a 
long time in Word. Print Preview shows what 




What’s On The Menu? 




Use the commands found in 
the File menu to manage your 
presentations. These functions 
let you start a new presentation, 
save your creation, send a 
presentation to colleagues for 
review, and much more. 
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The Edit menu 
functions help 
you with basic 
tasks while 
creating a 
presentation. 




With choices such as 
Normal,- Notes Page, 
and Slide Show, the 
View menu lets you 
decide how you want 
to view your work 
in progress. 



The Insert menu commands help 
you spice up your presentations by 
adding elements such as graphics, 
charts, diagrams, and sound. 
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i your slide will look like when printed. From the 
I Preview screen, you can print all slides, generate 
handouts (including how many slides to include 
per page), print Notes pages, or just print the 
; Outline view. You can decide whether you want 
to print a portrait or landscape by clicking the 
? appropriate button. In addition, you can select 
different options for the slide, such as if it needs 
■ a header and footer or what printing order you 
; want, by clicking selections from the Options 
drop-down menu. When you finish looking at 
[ the preview, click the Close button. 

[ There are two new Send To options in 
PowerPoint 2002: Mail Recipient (For Review) 
i and Exchange Folder. The Mail Recipient (For 
Review) option lets you send a presentation as 
an e-mail attachment. Or, you can include a link 
[ to the file on a shared drive on a network server. 
[ Exchange Folder lets you send a presentation 
file directly to an Exchange folder if you are con¬ 
figured to access one via Microsoft Exchange 
Server. If not, you'll receive an error message. 

■ Edit Menu. The Edit menu contains tools, 
j such as Paste Special Delete Slide, and 
[ Duplicate, to help you work With the current 
presentation. Some of the tools change dynami¬ 
cally depending on the most recent activity. For 
example, if you haven't done anything with 


your presentation yet, the Undo and Redo com¬ 
mands appear as Can't Undo and Can't Redo. 
Most of the Edit menu commands remain 
unchanged from previous versions, but there is 
one new command called Office Clipboard. In 
prior versions of PowerPoint, it was possible to 
share multiple pieces of text and graphics via a 
shared Clipboard, but Microsoft has greatly 
improved this functionality in Office XP. Begin 
by copying text or graphics in the usual manner, 
and then dick Office Clipboard to open its task 
pane, where an excerpt of the copied text will 
appear. If you copy a picture, then a thumbnail 
of the picture appears here. As you copy other 
items, they also appear in the task pane. 

To paste text or graphics from the Clipboard 
into a PowerPoint slide, click where you want to 
place the item, and then click the item in the 
Office Clipboard task pane. After you paste text, 
PowerPoint 2002 displays a Paste smart tag. 
Click its small arrow to see your options, such as 
keeping the formatting of the source material or 
using the design template formatting, which for¬ 
mats the pasted text in the style of the current 
design template. If you paste a picture, the 
Picture toolbar appears instead of a smart tag. 

B View Menu. The View menu lets you select 
which interface elements you want to see 


on-screen while working in PowerPoint. Most 
commands are simple toggles. Selecting a com¬ 
mand activates it for display, while deselecting 
it hides it from view. The exceptions to this are 
Grid And Guides, Header And Footer, and the 
Zoom commands, all of which require you to 
select options from a dialog box. 

In PowerPoint 2000, you had the option of 
toggling Grayscale on or off, but in PowerPoint 
2002, you have more options for Grayscale, 
including Pure Black And White and Color. 
When you select Grayscale or Pure Black And 
White, a new menu appears to offer you several 
ways to format the item, such as Light Grayscale 
or Gray With White Fill. If you want to return to 
the default view, click Close Black And White 
View (or Close Grayscale View). 

Select the Task Pane command to show or 
hide the task pane. By default, the most recently 
open task pane appears. Click the small arrow 
next to the close button (x) at the top of the task 
pane to reveal a menu with the different task 
panes, including New Presentation, Clipboard, 
Search, Insert Clip Art, Slide Layout, Custom 
Animation, and Slide Transition. 

The Grid And Guides command helps you 
configure grids and lines, as well as toggle these 
options on or off. In its dialog box, select your 
Snap To options, the spacing of the grid, and 





To apply formatting 
and settings to your 
presentation, open the 
Format menu to 
choose from several 
options, including those 
related to backgrounds,. 
fonts, alignment, line 
spacing, and more. 



The Tools menu is 
full of utilities that 
can help you 
improve and 
modify PowerPoint 
files, such as a 
spell checker, 
macro editor, 
and online 
collaboration tools. 


Setting up and enhancing your presentation 
begins with the Slide Show menu, where you’ll 
find tools for adding narration, animation, and 
transitions, as well as recording your own narra¬ 
tion and rehearsing the timing between slides. 


The Help menu includes 
options to help you discover 
and learn more about 
PowerPoint 2002. The double 
arrows at the bottom of the 
menu indicate you can expand 
it to view more options. In this 
case, you’d also see the Detect 
And Repair option appear. 
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whether you want to display the grid or draw¬ 
ing guides on-screen. These options can be use¬ 
ful when lining up text or graphics on a slide. 

Click the Markup command to show or hide 
comments in a presentation. This lets you show a 
presentation, while hiding comments from the 
audience. If you are editing a presentation, you 
can make comments visible so that the author of 
the presentation can implement your changes or 
follow the suggestions in your comments. 

H Insert Menu. When you need to insert dif¬ 
ferent elements into presentations, such as slide 
numbers, pictures, tables, diagrams, and charts, 
the Insert menu is the first place you'll look. 

Click the New Slide command to display the 
Slide Layout task pane. This is a change from 
the New Slide dialog box seen in previous ver¬ 
sions of PowerPoint. 

Before you can choose the Slide Number or 
Date And Time command from the Insert menu, 
you need to select a text placeholder or text box 
in a slide layout where you want the slide num¬ 
ber, date, or time to appear on-screen. If you do 
not select a placeholder or text box, PowerPoint 
assumes you want to insert the slide number 
and/or date and time on every slide. Power¬ 
Point then displays the Header And Footer dia¬ 
log box so you can select the Slide Number 
checkbox and/or Date And Time checkbox to 
apply these settings to every slide. 

The Comment feature also has some cosmetic 
improvements in PowerPoint 2002. The Com¬ 
ment box is larger and displays the name of the 
person leaving the comment in bold, along with 
the date at the top. In addition, you can only see 
the initials of the person who left the comment 
and the comment number until you click it to 
make the actual comment appear. Also, you can 
make comments visible or invisible by selecting 
or deselecting Markup from the View menu. 

The Diagram option, which opens a Diagram 
Gallery dialog box, is another new addition., 
Select one of the diagrams, and then edit it to 
customize the colors and contents. 

■ Format Menu. To define the formatting 
parameters of the presentation, including its 
fonts, line spacing, and alignment, open the 
Format menu. For the most part, these functions 
remain unchanged, but two of them have been 
transformed from dialog boxes into task panes. 

The Slide Design task pane, formerly known 
as the Apply Design Template dialog box, has 
design templates you can choose to apply that 
design to all slides in a particular presentation. 
You also can limit the change by selecting one or 


more slides, and then clicking the design you 
want. Slide Layout also now appears as a task 
pane rather than a dialog box. Click a layout 
from this task pane to apply it to the current 
slide. To apply the layout to a new slide or to 
selected slides, click the "downward" arrow that 
appears when you place your cursor on a lay¬ 
out, and then make a selection from the menu. 


HI Slide Show Menu. For additional enhance¬ 
ments and preparation precautions, use the 
options in the Slide Show menu to view your 
presentation and include narration, animation, 
transitions, and much more. 

One of Online Broadcast's two new functions 
lets you record and save a broadcast for future 
use. The other lets you configure your online 
broadcast settings. 

In PowerPoint 2000, the Animation Schemes 
command was called Preset Animations. Now, 
it appears as a task pane where you can apply 
an animation to one or more slides. If you wish, 
you can apply an animation scheme to all the 
slides. After selecting an animation scheme, pre¬ 
view it by clicking the Play button (or review the 
entire slide show by clicking Slide Show). 

Another dialog-box-to-task-pane transforma¬ 
tion involves the Custom Animation function. 


Simply select some text on a slide, and then click 
the Add Effect button to reveal a list of effects, j 
After you select an effect, you can configure it by 
making selections from the drop-down menus 
that appear above the Effects list. These change j 
depending on which effect you select. 

The Slide Transition command is now a task 
pane with a list of transition effects. Select an 
effect from the top of the task pane, and then 
configure it by making selections from the drop- j 
down menus in the Modify Transition section. 
Choose how you want to advance slides and 
apply the transition to all slides currently in the 
presentation or just one. 

•f Window Menu. For viewing multiple open 1 
windows in PowerPoint, the Window menu is ] 
the place to visit to adjust your settings. These j 
have not changed from PowerPoint 2000, when ] 
each open presenta- j 
tion began appearing j 
as a separate icon on j 
the Taskbar. If you I 
prefer to have only a 
single icon appear on j 
the Taskbar to repre- j 
sent all PowerPoint j 
windows, select Op¬ 
tions from the Tools i 
menu, • choose the 1 
View tab, and dese- j 
lecting the Windows 
In Taskbar checkbox. 

■ Help Menu. The Help menu gives you I 
access to the various help functions available in j 
PowerPoint 2002, including online help. 

Activate Product is the command linked to 
Microsoft's new activation policy. This policy ] 
requires users to activate the suite before com- j 
pleting 50 launches, which refers to opening I 
any application in the suite; otherwise, the indi¬ 
vidual applications quit functioning properly. 
For more information, see "Installation & 
Activation" on page 21 in this issue. 

■ Presentations For The Masses. Power¬ 
Point's new features make the application 
straightforward enough for novices to handle, 
and at the same time, its advanced tools also let 
experienced users add more sophisticated ] 
effects to their presentations. No matter what 
level of experience you may have, take some | 
time to browse through the commands of each 
menu to learn more about their capabilities. [3 

by Ron Miller 


■ Tools Menu. One of the newest commands 
in the Tools menu is Speech. If you don't see the 
Speech option, you'll need to install it from the 
Office XP CD-ROM. With the Speech command, 
PowerPoint 2002 essentially lets you speak into 
a microphone to input text using Office XP's 
special text recognition software. But first, you'll 
need to use wizards to configure and train the 
software to understand your speaking style. 
Check your PowerPoint 2002 documentation for 
system requirements and other key pieces of 
information before attempting to use 
this tool. For more information, see 
"Let Your Voice Be Heard" on page 95. 

Another new command is Compare 
And Merge Presentations. This function 
works by letting the 


author send a presen¬ 
tation to a colleague 
for review, and when 
the presentation re¬ 
turns, the author uses 
this feature to com¬ 
pare the colleague's 

version with his version and merge the two 
together. PowerPoint places smart tags in the 
Slides list, letting the author accept all changes or 
only those indicated on certain slides. 





When you insert a black and white photograph, 
you can choose from several formatting options 
on the Grayscale View toolbar. 
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Outlook 2002 
Menus & 
Commands 

Time-Saving Features To Streamline 
Your Schedule & E-mail 



M icrosoft packs the latest version of 
Outlook with so many useful tools 
and features that it's possible you 
could use the software for months and still not 
stumble across all of them. So, to make sure 
you don't miss anything, we invite you to take 
a look at our navigational summary about the 
menus and commands of Outlook 2002. 

■ File & Edit Menus. Those who have 
used Outlook in the past will recognize that 
the first two menus, File and Edit, are fairly 
si milar to those in earlier releases. The File 
menu is home to several commands that 
serve as launching points for various 
features. For example, the first submenu, 
New, lets users create new mail messages, 
send out meeting requests, and add contacts 
to the contact database. The Save As 
command lets users store e-mail messages as 
separate files on the hard drive. And the Print 
command converts on-screen information 


into a message hard copy 
you can hold in your hand. 

One new enhancement to 
take note of is the improve¬ 
ment shown in the Contact 
sheets. From the File menu, 
choose New, then Contact. 
With the General tab on top, 
locate the Display As field, 
which sits just below the 
E-mail field on the right 
side. Here, you can enter a 
name, so that rather than 
seeing the e-mail address of 
the recipient when you com¬ 
pose a message, you will see 
a name instead. Below this 
section, you'll see an IM 
Address field, illustrating 
how Microsoft integrated instant messaging 
into the Contact database, as well. This is 
where you can type the instant message 
address of a buddy. 

Wrapping up the other noteworthy com¬ 
mands of the File menu are Data File 
Management, Import And Export, and Archive. 
Data File Management gives users a convenient 
way to access Outlook information that's stored 
either in your own system files or on servers. 
Import And Export basically helps users copy 
information, such as a personal address book, to 
and from other e-mail and communication 
programs. And Outlook power users will 
certainly want to take advantage of the Archive 
feature (if you don't see it, click the two small 
arrows at the bottom of the menu). It's a helpful 
tool that follows your preferences for moving 
old mail folders and subfolders from your inbox 
to your system for permanent storage. 

Next in line is the Edit menu, which 
includes commands that focus on editing 


individual messages. Want to copy part of a 
message? Highlight it first and select the 
Copy command. Ready to paste the copied 
portion somewhere? Simply select the Paste 
command when your cursor is in position. 
And if you make a mistake, the Undo 
command is at your disposal. 

The Edit menu is also where you'll find 
Office Clipboard, a copying and pasting tool 
that works across all Office XP programs, 
including Word, Excel, PowerPoint, and 
FrontPage. Copy an item the way you normal¬ 
ly would (another option is to press CTRL-C), 
and it is automatically placed on the 
Clipboard, along with up to 23 more items you 
want to copy. Once you reach the limit, the 
Clipboard deletes the oldest item to make 
space for the most recent one. 

To see how this works, copy two items con¬ 
secutively, and Office Clipboard opens auto¬ 
matically. To paste an item, make sure Office 
Clipboard is open in the program window 
where you want to paste something (select it 
again from the Edit menu of that program). 
Highlight an item from the Office Clipboard, 
click the down arrow on the right, and then 
choose Paste from this drop-down menu. 

Choose Categories from the bottom of the 
Edit menu when you want to group specific 
messages together by setting up various cate¬ 
gories for sorting and filtering purposes. 

■ View Menu. When you want to change 
how your Outlook program appears on-screen, 
your first stop should be the View menu. Its 
commands modify how information displays. 
Clicking Outlook Bar, for instance, toggles the 
Outlook Shortcuts bar on the left on and off. 
The Folder List, Status Bar, and Toolbars (via 
its submenu) are examples of other items you 
can toggle on and off. 

The Preview Pane was around in earlier 
Outlook versions, but Outlook 2002 introduces 
some new features. You no longer have to 
open a message in order to open attachments, 
follow a hyperlink, respond to meeting 
requests, and display properties of an e-mail 
address; you can do all that now within the 
Preview Pane. It also shows the Information 
bar, so you can see details such as to whom the 
item was sent or how large an attachment is. 

As Microsoft increasingly integrates its 
e-mail application and Web browser, you'll 
continue to notice changes in the View menu. 
If you select Toolbars, then Web, you'll see a 
number of Web browsing options appear on a 
toolbar in your e-mail program. Depending 
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on how you've set up the toolbars in Outlook, 
you may see Web browsing buttons right 
away or you might need to click the small 
down arrow to open a drop-down menu to 
add buttons. Highlight Add Or Remove 
Buttons, choose Web, and make your selec¬ 
tions. Then, you can use the Back and 
Forward buttons to jump from an e-mail fold¬ 
er to a Web page and back again, all without 
ever leaving the Outlook program. 

Microsoft updated the Reminders Window 
option, as well. Reminders help you remem¬ 
ber scheduled meetings and other important 
to-do tasks. Within this window, open specif¬ 
ic items to see more details, dismiss one or all 
of the items, or set the Snooze feature so it 
reminds you again later, according to a time 
you determine, such as five minutes before 
a meeting. 

■ Tools Menu. Let's skip over the Favorites 
menu for just a moment and head right to the 
Tools menu, where you'll find the meat of 
Outlook 2002. 

As you know, the Send/Receive command 
sends completed messages to and downloads 
new messages from the Internet. Address 
Book collects all the contact information for 
your correspondents and lets you create new 
entries, search for names, or edit cards 
you've already created. And Empty Deleted 


Items Folder removes unwanted messages 
that clog up your system. But of all of 
Outlook 2002's menus, the Tools menu has 
the most revised features. 

For instance, when you click Find, you'll 
now see a bar appear rather than a pane, and 
this new bar offers some advanced function¬ 
ality. Type the text you want to search for in 
the Look For field, select where you'd like to 
look from the Search In drop-down box, and 
click Find Now. The Find bar also has an 
Options drop-down menu where you can 
choose Advanced Find. (You can also click 
Advanced Find directly from the Tools 
menu.) With Advanced Find, you have 
dozens of options for searching through mes¬ 
sages, including sorting by sender or only 
scanning certain categories. 

Another new enhancement to Outlook is its 
combined Internet and exchange modes. You 
can now create several accounts within one 
profile. Selecting E-mail Accounts opens its 
wizard, which guides you through the process 
of adding or changing accounts and directo¬ 
ries, including Hotmail accounts. 

If having multiple accounts and multiple 
messages in one place starts to overwhelm 
you, be sure to check out the Mailbox 
Cleanup tool. Mailbox Cleanup is designed 
to manage Outlook's size and improve its 
overall performance. Click its Click Here 


What’s On The Menu? 



For the most basic commands, access 
the File menu. From here, you can 
create new mail messages and fold¬ 
ers, print out messages, and generate 
new contact cards, task listings, and 
other items. It also has organizational 
tools, such as the Archive feature. 
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5 The Edit menu offers easy 
n ways to manipulate e-mail mes- 
sages and their text, including 
m the familiar commands of Move 
■ To Folder and Mark As Unread. 
i| Categories is another option 
|J worth considering. 


button to see how much memory your vari- ] 
ous folders are consuming. When you're j 
ready to do some housecleaning, select the ] 
radio button for Find Items Older Than X 
Days to quickly eliminate old messages. ] 
Another radio button for Find Items Larger I 
Than X Kilobytes can help you rid your I 
system of memory-hogging file attachments. 

The Options listing in the Tools menu is 1 
where you can customize Outlook so that it j 
works best for you. From the Preferences tab, 3 
you can change the appearance of messages, 
set calendar options, edit default settings for ] 
contacts, and more. Dig a little deeper, and j 
you'll find some new features. 

For example, click E-mail Options from the j 
Preferences tab, and then click Advanced I 
E-mail Options in the next dialog box. Do you I 
see the bottom section, called When Sending A I 
Message? One of the checkboxes enables I 
Outlook to suggest names while you're typing 1 
in the To, Cc, and Bcc fields of a message. I 
Simply select it and any of the other options j 
you want to enable, click OK, and click OK ] 
again to return to the Options dialog box. 

Now, look at the Spelling tab. Here, you'll j 
see the AutoCorrect feature, which is also ] 
revised. Even when you aren't using Word as j 
your e-mail editor, you can automatically I 
correct typos, misspelled words, incorrect 1 
capitalization, and more. Click AutoCorrect a 



The View menu lets you 
choose which way you 
want to view your e-mail. 
For instance, you can sort 
by subject line or sender 
as well as hide or display 
the Preview Pane and 
various toolbars. 
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Options to set other automatic corrections, 
such as capitalizing the first letter of every 
sentence. There is also an Exceptions feature 
that lets you make an exception for a com¬ 
pany name, for instance. 

AutoArchive, located on the Other tab, is 
another recent enhancement. AutoArchive 
makes it possible to automatically archive or 
delete old items. With Outlook 2002, you can 
use the AutoArchive tool to determine global 
settings for all folders so that you don't need 
to specify settings for each individual folder. 
If you want to specify different settings for 
different folders, however, display the Folder 
List in Outlook, right-click a folder, choose 
Properties, and then use the settings on the 
AutoArchive tab. 

Finally, you've probably noticed two new 
commands on the Tools menu, Tools On The 
Web and Speech. If you're seeking online 
resources, Tools On The Web transports you to 
a Web page that presents more tools you can 
use to supplement Outlook 2002. A calendar 
template, updates specific to Outlook, and the 
Mobile Manager add-in are just three of the 
items you'll find here. For more information, 
see "The Latest Developments" on page 15 in 
this issue. 

And the Speech command refers to 
Outlook XP's new speech recognition feature 
that lets you dictate text into Outlook, rather 


than typing it. This speech recognition 
feature also has voice command capabilities, 
letting you speak commands into your 
computer rather than relying on your mouse 
or keyboard. If you don't see the option, you 
can install Speech by launching Microsoft 
Word 2002, opening its Tools menu, and 
clicking Speech there (or by doing a custom 
installation from the Office XP CD-ROM). 
Once you install the speech recognition 
software, it becomes available in the Tools 
menu of any Office XP program. For more 
details about this feature, see "Let Your Voice 
Be Heard" on page 95 in this issue. 


■ Favorites, Actions & Help Menus. 

The Favorites, Actions, and Help menus are 
also useful for navigating through Outlook 
2002's various functions, although if you've 
used Outlook before, you won't notice many 
changes in the newest version. 

The Favorites menu is identical to what 
you see in Microsoft Internet Explorer; it's a 
list of Web sites bookmarked for easy future 
reference. Clicking any of these sites will 
display its corresponding Web page within 
the e-mail program. Want to go back to read¬ 
ing your messages? Then simply click the 
Back button. Every time you add a site to 
your Favorites list while using IE, that site 
will also appear in Outlook's Favorites menu. 


The Actions menu lets you perform actions 
on specific messages. Reply, Forward, and 
Reply To All are three common actions users 
perform. Plus, many use the Follow Up com¬ 
mand to flag messages as reminders that they 
need attention again at a later date or time. 

A less common action, but one that can 
make reading e-mail much more enjoyable, is 
the Junk E-mail feature. If you know a certain 
individual that sends messages you don't ever 
want to read, instruct Outlook to download 
them right from your Internet mail server to 
your Deleted Items folder (or any other folder, 
for that matter) so that you don't ever have to 
look at them. Just highlight the sender in 
question, and select Junk E-mail, Add To Junk 
Senders List. 

To finish our Outlook 2002 tour, we can't 
forget to mention the Help menu. It does 
exactly what it sounds like it's supposed to 
do: help you use and learn more about 
Outlook 2002. If you have additional ques¬ 
tions about Outlook's new features or how to 
use any of its tools, take advantage of 
Microsoft Outlook Help to find the answers 
you're seeking. ® 


by Heidi V. Anderson 



|t To see your ongoing list of 
bookmarked Web sites, open 
the Favorites menu. Clicking 
a site name from this list 
I accesses your Internet 
I connection and displays the 
< site in your Outlook window. 


||f E-nulaccounts... 


The Tools menu makes it easier to 
work with your e-mail. Open your 
Address Book, use the new speech 
recognition feature, organize 
messages and folders, and 
configure your e-mail settings here. 


By using the Actions menu, 
you can perform standard 
e-mail tasks, such as 
following up on a message 
or replying to messages, 
and less common actions, 
such as adding senders to 
your Junk E-mail list. 


Through the Help menu, 
you have access to 
Microsoft Outlook Help, 
the Office Assistant, 
What’s This, Outlook 
2002 version details, 
and the Detect And 
Repair feature. 


_ 


Learning Series / Office XP 65 


































Frontpage 2002 
Menus & 
Commands 

Your Guide To Putting 
A Site Online 



M icrosoft FrontPage 2002 is a great tool 
for creating Web pages, provided you 
know how to use it. With so many 
features to choose from, navigating without any 
guidance would be like driving across the 
United States without the use of roadmaps or 
signposts. Fortunately, the FrontPage menu sys¬ 
tem can be your guide. Here's a look at 
FrontPage's menus, with emphasis on some of 
the most notable new features in version 2002. 

■ File Menu. The File menu is the starting 
point of many common tasks for creating Web 
pages. For example, New lets you create pages 
or structures for new Web sites, Save lets you 


save the HTML (Hypertext Markup Language) 
files, and Print, of course, lets you print them. 

The Publish Web command comes into play 
once you complete your site and are ready to 
post it on the Web for the world to see. The 
Import and Export commands are viable options 
when you want to import external sources, such 
as files and folders, into your site, or when you 
want to export your files to another location. 

* Edit Menu. The Edit menu has commands 
related to working with individual files. Want 
to insert text from another application into an 
HTML file? Use the Paste command. Don't like 
that marketing slogan you used throughout 


the Web page? The Replace command opens 
the Find And Replace dialog box to change all 
incidents of a word or phrase. 

Check In and Check Out are useful if multiple 
individuals are contributing to an HTML file; 
these commands ensure that only one person at 
a time can work on a particular file so you don't 
have two "new" versions of the same document. 

You might notice a few changes in the Edit 
menu. For one thing, when you paste content 
from other programs, you can preserve the for¬ 
matting, thanks to the Paste Special command. 
To see how this works, click Paste Special and 
select the desired radio button. The Office Clip¬ 
board also assists in cutting or copying material 
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I from other Office XP programs and inserting it 
K. into FrontPage. You can work with up to 24 
| items you have copied into it. 

I FrontPage 2002's Find And Replace tool also 
K has been streamlined. The interface changed so 
I that you can now search all the files in a web 
I (Microsoft's term for your collection of Web 
I pages) and across webs without needing to open 
I each individual page. Plus, you can use this tool 
I to replace both content and FfTML code. 

■ View Menu. If you want to change how you 
i see your Web pages, open the View menu. It has 
I commands related to how and what information 
I displays on-screen. You can look at individual 
I pages, the contents of your folders, the naviga- 
I tional structure of your web, and more. 

I Microsoft also integrated usage analysis 
I reports into FrontPage. These reports can show 
I you which of your Web pages are the most pop- 
I ular and when your visitors view them. You can 
I display daily, weekly, and monthly information, 
I sort and filter out data, and export the results to 
L Microsoft Excel files. To test this feature, open 
I the View menu, click Reports, and see the Usage 
[ submenu. These lists can also report a "top 10" 
I list of the most oft-visited pages, show what 
[ browsers and operating systems your visitors 
I use, as well as indicate the referring domains 

and URLs (uniform resource locators). 


Another new feature accessible via the View 
menu is AutoShapes. This collection of shapes 
includes such basics as circles and squares, 
along with other specialized shapes like flow¬ 
chart symbols, starbursts, and comment bal¬ 
loons. To find this feature, select Toolbars, then 
Drawing, and the toolbar will display at the 
bottom of the window. Click AutoShapes to see 
its submenu of choices you can insert into your 
Web page. And here's a little-known tip direct 
from the folks at Microsoft: To constrain the 
line to draw at 15-degree angles from its start¬ 
ing point, hold down the SHIFT key as you 
drag it to the size you want. Or, to lengthen the 
line in opposite directions from the first end 
point, hold down CTRL as you drag. 

The new task pane option lets you place fre¬ 
quently used commands on the right side of 
your window. It can display the Office 
Clipboard, Web Site Templates, Insert Clip Art, 
and others. To turn it on and off, select or dese¬ 
lect Task Pane. To change what information dis¬ 
plays in the task pane, click the small arrow 
toward the top right comer of the task pane. 

■ Insert Menu. The Insert menu is where 
you'll find many of FrontPage 2002's new fea¬ 
tures, so we'll guide you through them. First, a 
few words about its general purpose. The Insert 
menu makes it easy to add items to Web pages. 


For example, instead of creating a copyright 
symbol, dick Symbol, select the copyright sign 
from its dialog box, and click the Insert button. 

The Web Component command is where 
three of the most touted new features reside. 
Clicking it displays a dialog box with more than 
a dozen add-ins. See the one called Photo 
Gallery? It's Microsoft's tool for creating photo 
albums online. Use it to create pages of graphics 
with a specific layout, and then link together 
multiple galleries to make a virtual album. 

To start, highlight Photo Gallery on the left 
and select the layout you'd like from the pane 
on the right. Click Finish, and up pops the Photo 
Gallery dialog box. Click Add, and then scan 
your system for files stored on the hard drive, a 
scanner, or camera. After working with the 
options for changing the thumbnail size, adding 
captions, and changing the layout of the items, 
click OK, and your first gallery is complete. 

Live, automatic Web content is another new 
feature. Insert headlines and weather forecasts 
from MSNBC, maps from Expedia, and a search 
tool from MSN, all via the Web Component 
command. Open its dialog box and scroll down 
the left side until you locate these components. 
Select MSNBC Components from the left pane 
and choose one of the items (sports, technology, 
or business headlines) from the right pane. Click 
Finish to add the content to your Web page. 
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The'bCentral Commerce Manager is another 
new tool. Designed primarily for small-business 
owners, it lets you easily add e-commerce func¬ 
tionality to your site. To use it, you must first 
subscribe to the bCentral Commerce Manager 
service (http://www.bcentral.com/services/cm 
/frontpage), complete a list of products you 
want to sell, and then run a bCentral wizard to 
create product page templates. 

A subscription to bCentral Commerce 
Manager Add-in for FrontPage costs $12.95 per 
month or $99.95 per year, and for a limited time, 
Microsoft is offering a free three-month sub¬ 
scription to the service (http://www.microsoft 
.com/frontpage/evaluation/commerce 
manager). But according to Microsoft, there are 
a couple of restrictions to this low-cost service 
option. One, you must be a FrontPage user to 
sign up; and two, you must have less than 25 
products in your catalog. If you sell more than 
25 products, you need to use the full version of 
bCentral Commerce Manager and pay the high¬ 
er fee of $24.95 per month and $224.95 per year, 
with only a free 30-day trial offer (http://www 
.bcentral.com/services/cm). 

Once you've created the templates via the ser¬ 
vice, use FrontPage 2002 to customize these 
pages (add your logo, themes, etc.) by running 
the bCentral Commerce Manager add-in. To do 
so, open the Insert menu, click Web Component, 
and select bCentral Web Components from the 
left pane. Then, choose bCentral Commerce 
Manager Add-In from the right pane, and click 
Finish. The wizard will guide you through the 
steps of adding and customizing the commerce 
information for your site, as well as adding 
shopping cart functionality and buttons that 
visitors can click to buy your goods. 

Another Web component tool that deserves 
special mention is the Link Bars tool, which cre¬ 
ates navigational bars for your site. From the 
Insert Web Component dialog box, select Link 
Bars from the left pane. In the right pane, choose 
the simplest bar type, a bar with custom links. 
Click Next, and the wizard will walk you 
through the steps for choosing the bar's style 
and orientation. Then name your link bar, and 
the Link Bar Properties dialog box will appear, 
letting you add links via the Add Link button. 

Please note that if you choose to create a cus¬ 
tom link bar or one with forward and back 
arrows, there are some restrictions. According to 
Microsoft, if you plan to add these custom link 
bars to your site and publish this site via a Web 
server, your Web server must have Microsoft 
FrontPage Server Extensions 2002 or SharePoint 
Team Services installed. 



The Insert menu also has some improved 
commands. The Forms feature now lets you add 
options such as Textboxes, Checkboxes, and 
Advanced Buttons. To take advantage of this, 
select Form to display its submenu. First, choose 
the top option, Form, to create a basic form. 
Then, return to the Form submenu to add any of 
the other new items. 

You can also create a form by using the Form 
Wizard, which is accessible via the File menu. 
Click New, Page Or Web, select Page Templates 
from the task pane, choose the General tab, and 
click Form Page Wizard. 

Back to the Insert menu, the Database options 
are also improved. Its Database Results Wizard 
lets you take the contents of a back-end database 


In addition to creating sites, FrontPage 2002 cai 
also help you with its detailed analysis reports. 


and display them on your site. You can use it to 
let authorized users edit information stored in a 
database right from your Web page, while others 
can add new records or look at existing ones. But 
to display this database on your site, the site 
must be hosted by a server that supports Active 
Server Pages or ActiveX Data Objects. If you 
aren't sure if your host does, contact your ISP 
(Internet service provider) or Web administrator. 

To use the Database options, set up a data¬ 
base (Microsoft SQL Server, Access, and Excel 
all work with this tool). Then, use the Database 
Results Wizard to create a connection from your 
site to your database. Select Database from the 
Insert menu, click Results, and a five-step wiz¬ 
ard appears on-screen to display your informa¬ 
tion and create a search form for your site. 


■ Tools Menu. The Tools menu options are 
essentially tools for making your work with 
HTML files easier. For example, Auto Thumb¬ 
nail creates a scaled-down graphic with a link to 
the full-size graphic. The Recalculate Hyperlinks 
command makes monitoring your site simpler 
by checking all hyperlinks in your FrontPage 
web. Or, to make combinations of commands 
automatic, use the Macro options to create, run, 
edit, delete, and debug macros. 

In addition, you might want to check out two 
new commands in the Tools menu, Tools On 
The Web and Speech. For online resources, such 
as articles that help you use FrontPage's features 
or more than 120,000 clips and photos in the 
Design Gallery, click Tools On The Web. If you 
click Speech, you'll notice that Outlook XP now 
includes a new speech recognition feature that 
lets you use your voice and a microphone 
instead of your fingers and a keyboard to dictate 
commands and enter text. For more information, 
see "Let Your Voice Be Heard" on page 95. 


■ Table Menu. The Table menu contains com- I 
mands for creating tables you want to display I 
on your site. It's quite similar to earlier versions, | 
but a few features have been added. 

First, after creating or inserting a table, you 1 
can now use the Table AutoFormat command to 
add shadings, colors, and borders. Plus, use the j 
new Fill Right or Fill Down options (via the Fill 
command) to quickly copy contents from one 
cell to another. 


■ Frames, Window & Help Menus. The I 

remaining menus are fairly self-explanatory. I 
The Frames menu, for instance, includes Split 1 
Frame and Delete Frame commands. Its Save fl 
Page As command, however, may not be so 1 
obvious; it helps you save the selected frame dif- ] 
ferently than the other frames on the Web page. I 
The Window menu displays a list of currently ] 
open FrontPage windows and files. And the | 
Help menu is where you should go to access I 
online help, see what version of FrontPage 1 
you're using, and fix missing files and Registry 1 
entries with the Detect And Repair feature. 


■ Format Menu. The Format,menu can help 
you with consistency issues. Use Theme to cre¬ 
ate a uniform look for all the pages in your site. 
Use Style's dialog box to format a group of page 
elements, such as borders and text colors. 

Several commands, including Position and 
AutoShape, open the same Format Auto-Shape 
dialog box with convenient formatting options 
that help you add some finishing touches. 


■ Additional Commands. Several commands, 
including document libraries and interactive lists 
(such as contact lists and surveys) are available 
only to users of Microsoft's SharePoint Team 
Services. For more information, see its site 
(http://www.microsoft.com/sharepoint) or 
"Forget The HTML" on page 92 in this issue. ® 

by Heidi V. Anderson 
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More versatility than ever 
in a Mini DV. 


12x Optical Zoom Lens plus 48x 
Digital Zoom with Optical Image 
Stabilizer™ 


Progressive Scan CCD RGB 
Primary Color Filter 


1 Shoot in Movie mode, take 
pictures in Photo Mode or record 
30 frames per second for internet 
compatibility 


1 Works with select EOS EX 
Speedlite Flashes 


Record directly from analog 
camcorders 


A soul mate for your computer. 

• lOx Optical Zoom Lens plus 40x 
Digital Zoom with Image 
Stabilization 

• Shoot in Movie mode, take 
pictures in Photo Mode or record 
30 frames per second for internet 
compatibility. 

• MultiMediaCard” for storing, 
managing, and easy transfer of 
still images to a PC 

• Only 0.86 pounds 

• Record directly from analog 
camcorders 


XL1 

The ultimate Mini DV 
camcorder. 

• Exclusive XL Mount gives Zoom 
lens options: Extra Wide Angle 
3x, 14x (full manual) and 16x with 
Optical Image Stabilizer™ 

• 3CCD with pixel shift gives you 
the highest resolution and 
sharpest color available 

• 16x SuperRange Optical Image 
Stabilizer™ Lens comes standard 

• Accepts EOS EF Super Telephoto 
camera lenses with optional EF 
adapter 

• Full manual control 


The ZR20, ZR25MC and ZR30MC are perfect 
companions for making digital home movies. 

• Canoh lOx Optical Zoom Lens plus 200x Digital 
Zoom with Image Stabilization 


• Record directly from analog camcorders 
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GL1 

Professional performance 
in a compact Mini DV. 

20x Optical Zoom Lens plus lOOx 
Digital Zoom with Optical Image 
Stabilizer™ 

L-series Fluorite Lens used by 
professional photographers 
3CCD with pixel shift gives you 
the highest resolution and the 
sharpest color available 
Shoot in Movie mode, take pictures 
in Photo Mode or record 30 frames 
per second for a cinematic look and 
internet compatibility. 

Record directly from analog 
camcorders 


ztesom 


• Store still images with an MMC or SD 
Memory Card (ZR25 MC and ZR30 MC only) 


• Transmit power to an attachable microphone 
or video light (ZR30 MC only) 


Each of our digital camcorders has an IEEE 1394 (FireWire®) digital terminal for easy computer connectivity, superior picture clarity you can only 
get from Canon lenses, an optional Floppy Disk Adapter for capturing stills, and the Mini DV format. Because what you record is just the beginning. 


Computer, Inc., registered in the U.S. and other countries. SD is a trademark of 3C-LCC. MultiMediaCard is a trademark of Infineon Technologies AG. 
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Finding Your Way Around 

Publisher 2002 
Menus & 
Commands 

Functionality At Its Finest 



I t's hard to imagine another productivity 
application offering more functionality than 
Microsoft Publisher 2002. The desktop 
publishing component of Office XP has the text 
editing capabilities of a word processor, the 
graphics capabilities of imaging software, the 
Web design capabilities of an HTML (Hypertext 
Markup Language) editor, and the organization¬ 
al structure of presentation software. It will even 
create tables like a spreadsheet program. 

The real difficulty of packing so many capa¬ 
bilities into a single product comes in keeping 
them straight. Microsoft knows this. That's why 
the company developed an intricate menu struc¬ 
ture for navigating Publisher 2002. 

■ Defining Publisher’s Menus. If nothing 
else, Publisher 2002's menu structure is 


designed for simplicity. Each menu is an 
ordered collection of navigational aids. First are 
the commands, of course. When you open the 
menu, you see only the commands you fre¬ 
quently access and those Microsoft deems 
important. The rest of the commands remain 
hidden until you click the tiny arrows at the 
bottom of the menu or keep it open for five 
seconds. This feature saves you the hassle of 
tripping over commands you rarely use. 

One of four things happens when you click a 
command. The command may open a utility or 
dialog box, such as the spell checker or Help 
files. It might perform a function, such as save a 
file or exit the application. It could activate a set¬ 
ting, such as the snap-to guides or the two-page 
spread view. Or it may open a submenu. A tiny 
arrow next to a command signifies a submenu. 


• In addition to commands, a menu may con¬ 
tain check marks, key combinations, and toolbar 
icons. A check mark next to a command means 
it's active. However, the only commands that 
have check marks are those that can be turned 
on or off, such as the command to view rulers 
and guidelines. 

Key combinations, on the other hand, are key¬ 
board shortcuts for activating menu commands. 
For example, the CTRL-S key combination acti¬ 
vates the Save command. If a menu command 
has a key combination, you'll see it listed next to 
the command on the menu. Only the most pop¬ 
ular commands have key combinations. 

Toolbar icons also represent menu commands 
(on one of Publisher's eight toolbars) and serve 
as secondary navigational aids, usually associat¬ 
ed with a specific function of the application. 
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I Regardless of whether a command is next to 
an icon, check mark, key combination, or sub- 
! menu, each plays a particular role in desktop 
K' publishing. The best way to familiarize your- 
I self with the various commands is to learn 
I about each of the menus. The menu structure, 
I which is based on a common format for all 
E Microsoft products, consists of 10 menus: File, 
■ Edit, View, Insert, Format, Tools, Table, 
I Arrange, Window, and Help. 

K File. The File menu contains all the com- 
I mands that relate to Publisher documents as 
| data files (collections of digital code) rather than 
I as creative productions. It features the New, 
I Open, Close, Save, Print, and Exit commands. 
I: Interesting commands included on this menu 
I ! are Save As Web Page, used for saving a 

I Publisher document in HTML format; Pack And 

I I Go, used for exporting documents to another 
I computer or to a commercial printing service; 
[ and Send To, used for sending Publisher docu- 
I ments directly to someone else via e-mail. 

[ Edit. As its name suggests, the Edit menu 
I contains the basic editing commands. These 
f commands move existing content, eliminate 
I content, locate certain words and phrases, 
I and retrace your steps to an earlier stage in 
I the creative process. 

[ View. You should visit the View menu when 
I you want to customize the Publisher interface 
| (such as adding a toolbar) or modify your view 
I of the document in the working field (such as 
I zooming in or out). This menu lets you set up 


boundaries, rulers, guides, headers, and footers; 
access task panes; and view special characters 
and two-page spreads. Make sure you open the 
Toolbars and Zbom submenus so you can see all 
of those options, as well. 

Insert. You can add pages, pictures, text 
boxes, hyperlinks, form controls, date and time, 
symbols, text files, and even HTML code frag¬ 
ments to an existing document. All it takes is a 
stop at the Insert menu. 

Format. The Format menu consists of two 
parts. The first, which, among others, includes 
the Character Spacing and Line Spacing com¬ 
mands, provides links to Publisher's text pro¬ 
duction tools. The second part consists of a 
series of creative tools that vary depending on 
the type of document you're creating. For exam¬ 
ple, the Format menu includes Greeting Card 
Options and Newsletter Options commands. 

Tools. The Tools menu contains links to 
many of the auxiliary components of Publisher, 
including items such as a spell checker, the¬ 
saurus, and design checker; the Customize com¬ 
mand for configuring the toolbars; and the 
Options command for configuring Publisher. An 
interesting addition to the Tools menu is the 
Tools On The Web option, which links you to 
online sites that help create mailing lists, visitor 
counters, and banner advertisements. 

Table. Use the Table menu and its submenus 
to build, edit, manipulate, and delete tables in a 
document. For example, choosing the Insert 
command opens a submenu for constructing 


tables, while choosing the Delete command 
opens a submenu for deconstructing tables. 

Arrange. The Arrange menu is devoted to 
document design. It gives you access to layout 
and ruler guides; positioning controls, such as 
nudge, align, and rotate; and grouping capa¬ 
bilities, among other things. Access the 
AutoShapes command to view a submenu of 
shapes, such as arrows and banners, you can 
add to the document. 

Window. As the smallest menu in Publisher, 
the Window menu only gives you two options, 
both of which organize the open windows on 
your Desktop. It also presents a list of the win¬ 
dows currently open on the Desktop. 

Help. Last but not least is the Help menu, 
which provides assistance with various aspects 
of Publisher. Use it to access the Help files, 
Office Assistant, and the Activation Wizard. 

■ And The Context Menu Makes 11. An 

eleventh menu that is always available is 
the context menu, which is accessible by right- 
clicking the editing field in Publisher. The 
contents of this menu change, but typically 
include Cut, Copy, and Paste; the Toolbars 
submenu; access to proofing tools, such as the 
spell checker and thesaurus; and a Zoom sub¬ 
menu. As you become comfortable using the 10 
primary menus, don't forget about the context 
menu. It may be the one you use the most. GD 

by]effVodd 







Not only does the 
Format menu include . 
Publisher's creative 
tools, it also includes 
links to design wizards 
that correspond to the 
type of document you're 
currently working on. 



The Tools menu 
points to compo¬ 
nents that can 
help you mini¬ 
mize mistakes 
and maximize 
productivity. 
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Photo Editor Menus 
& Commands 

A Simplistic Approach 
Toward Digital Imaging 



P hoto Editor is an image-editing applica¬ 
tion Microsoft bundles into its Office XP 
suites as an added extra. On the plus 
side. Photo Editor lets you manually select 
portions of an image or create defined selections 
using numerical entries. And from there, you 
can crop, sharpen, smudge, and change an 
image's brightness and transparency. Or for a 
distinctive touch, there are several special effects 
from which to choose, such as those that give 
your image the look of a charcoal drawing or 
stained glass window. But for the most part, 
Photo Editor is an unadorned application, 
designed for graphics novices and meant only 
for quick and simple tasks. 

Installing software is usually straightforward, 
but with Photo Editor, it took awhile to figure 
out. For one thing, if you choose the Typical 
Installation option, you'll soon discover that 
Photo Editor may not be part of this installation. 

To properly install it, choose Custom 
Installation, select the radio button next to 
Choose Detailed Installation Options For Each 


Application, and on the next installation screen, 
click the plus sign (+) beside Office Tools. When 
you see the Microsoft Office Shortcut Bar and 
Microsoft Photo Editor listings, you will notice a 
small box with an "X" and an arrow pointing 
downward. Click the box to display the pop¬ 
up menu, and then choose Run From My 
Computer. If you don't make this change, Photo 
Editor will not be part of the installation, and 
you will have to install it at a later date. 

■ Photo Editor’s Interface. Once you install 
Photo Editor and find it in your Start menu (by 
selecting Programs, Microsoft Office Tools), 
click its icon to launch the application. As you 
begin to work with it, you'll notice that it is a 
relatively plain image-editing application. There 
are no palettes, and users must access virtually 
all commands from the menus and toolbar. 

Useful options include the ability to preview 
images before opening them and choosing a 
resolution before opening a Kodak photo CD 
image. The toolbar offers visual shortcuts to 


popular commands, such as New, Open, Save, 
Smudge, Sharpen, Zoom, Rotate, and Resize. To 
use the Smudge and Sharpen tools, you must 
right-click each one to display its dialog box. 

The dialog boxes that display Sharpen Brush 
and Smudge Brush essentially offer controls 
with similar names, but their functionality is 
actually quite different. When you move the 
Sharpen Brush over areas of an image, it brings 
those areas more into focus. On the other hand, 
when you move the Smudge Brush over the 
image, the image becomes somewhat smeared 
and softened. Use the Sharpen Brush settings to 
bring out more detail in an image; use the 
Smudge Brush settings to create a depth-of-field 
effect as used in photography, where the pho¬ 
tographer deliberately blurs part of an image in 
order to draw your attention to the clearer areas. 

Other toolbar icons you might want to take 
note of are Select, Zoom, and Image Balance. 
Select lets you click and drag to draw selections. 
To adjust the size of the selection outline, move 
your pointer over the sizing handle of your 
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Scai Image... 

Select Scanner Source... 
Print '. 


C: Vrapped«xamplesToNalhanWrangeMenu.bmp 



The Edit menu offers basic 
functions for modifying an entire 
image or just portions of it. 



Access the View menu’s 
options to activate a few 
interface items, control 
the way your images 
display on-screen, and 
keep track of image size. 


The File menu includes key commands for opening, closing, outputting, and saving images, as well as a couple 
of options for controlling scanning properties. The tasks you begin here set the stage for all the other controls. 


In the Image 
menu, you can 
make important 
global adjustments 
such as cropping, 
resizing, and 
color balancing. 
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■choice. The pointer will change to a double- 
I headed arrow, which you can then drag accord- 
1 ingly. If you want more control over selections, 
I choose the Define Selection command from the 
I Edit menu'.. To cancel an active selection, press 
I the ESC key on the keyboard. 

I Clicking the Zoom icon changes the pointer 
I into a magnifying glass, which lets you click the 
I image to automatically zoom in. To zoom out, 
I hold down the SHIFT key while you click. Each 
click doubles or halves the magnification from 
, 10% up to 1600%. (You'll also find the Zoom 
command in the View menu.) 

With the Image Balance dialog box that 
appears when you click its icon, you have 
control over the image's brightness, contrast, 
and gamma (contrast in the dark areas of an 
image), and you can choose to affect All Colors 
or Red, Green, and Blue, individually. 

If you wish, you can move the toolbar to 
another location on-screen as you work. The 
Status bar that runs along the bottom of the 
Photo Editor window gives you information 
[ about the position of the pointer, the selection 
I size (if there is one), and the height and width of 
the image. And the Menu bar that runs along 
the top of the Photo Editor window is home to 
several menus with their own groups of com¬ 
mands. We'll cover each of these menus now. 

File. The File menu contains all commands 
related to beginning and ending your image- 
I editing sessions. The Open command displays a 
[ dialog box with three choices (Properties, 
Preview, and Options), and its Preview choice 
| lets you do some fast cropping before you even 


open the image. Other important commands are 
Scan Image and Select Scanner Source, which 
help you control scanning properties. 

Edit. As one would expect, the Edit menu has 
image-editing commands that let you undo and 
redo tasks, cut out portions of an image, define 
image selections, and copy and paste data into 
the current image or into a new image. The 
Define Selection command is the option that 
offers precise control over image dimensions, 
origin coordinates, and selection size. 

View. The View menu is the place to activate 
the toolbar, rulers, and Status bar. To set the size 
of your image, use the Zoom and Measurement 
Units commands. The Zoom command displays 
a dialog box where you can type in a specific 
zoom magnification. (You can also perform 
quick zooms using the drop-down menu on the 
far right end on the toolbar.) The Measurement 
Units submenu offers you three choices of mea¬ 
surements: centimeters, inches, and pixels. 

Image. The Image menu has tools for refining 
your images and setting the color balance. These 
tools include Crop, Resize, Rotate, Balance, and 
AutoBalance. The Resize dialog box, for exam¬ 
ple, gives users control over width, height, units 
of measurement, and distortion. Another exam¬ 
ple, the Rotate dialog box, gives users the ability 
to rotate to the left or right, transpose, invert, 
mirror the image, and rotate by a specific degree. 

Effects. Two collections, artistic and special 
effects, are available in the Effects menu. In the 
first group, the Sharpen and Soften tools give 
users control over the clarity of an image, and 
Despeckle helps users remove image noise 


Finding Your Way Around 

(highly pixilated images that are hard to look 
at), while still preserving detail. In«the special 
effects group, users have access to creative tools 
such as Chalk And Charcoal, Stained Glass, 
Watercolor, Emboss, and Texturizer. 

Tools. The Tools menu offers three com¬ 
mands: Smudge, Sharpen, and Set Transparent 
Color. Accessing the Smudge or Sharpen 
commands immediately activates a pointer so 
you can selectively smudge or sharpen any part 
of your image. Set Transparency lets you select 
and vary transparency to various degrees. 

Window. The two options available here, Tile 
Images and Cascade Images, help keep track of 
open Photo Editor files. Tile Images displays 
each file individually in separate windows 
across your screen, and Cascade Images places 
all open files in an on-screen stack of windows, 
with the active image on top. Clicking any 
named file from the bottom of the Window 
menu makes it the active window. 

Help. Through the Help menu, you can 
access Photo Editor's table of contents and let it 
guide you chapter by chapter, or click the Find 
tab to search for words related to your task. 

■ For More Sophistication. So, to make 
quick changes to images and correct simple 
problems, Photo Editor can get the job done. 
And if that's all you'll ever need, you're set. But 
for advanced editing or manipulating capabili¬ 
ties, such as layering or cloning, you'll need to 
purchase a more sophisticated program. |]a] 

by Nathan Segal 
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Write In Style 

Tips For Harnessing Word 2002’s 
Considerable Features 



W ord 2002's wide range of 
tools can help you create a 
variety of documents, 
including basic memos, 
indexed reports, complex 
multiple-page newsletters, and HTML 
(Hypertext Markup Language)-formatted 
Web pages. Wizards in the program walk 
users through the process of document cre¬ 
ation, with an aim at maximizing productivi¬ 
ty while minimizing the time required to 
master the many features. In addition, pop-up 
tips provide brief descriptions of toolbar but¬ 
tons, hyperlinks, AutoText entries, reference 
marks, and revisions. Word also includes 
numerous Themes, such as ready-made color 
schemes and design elements, that can quick¬ 
ly give documents a consistent look and make 
them visually attractive. The following pages 


contain tips to use the features in the latest 
version of this popular word processing pro¬ 
gram contained in the Office XP suite. 

■ New Features. Word 2002 boasts a host of 
new tools that give users greater control over 
the way the application works and how docu¬ 
ments will appear. The Mowing tips center 
around some of these new tools. 

1 Detect formatting inconsistencies. 

Word 2002 can help keep track of docu¬ 
ment formatting to ensure that text formats 
how you want it. When you activate the fea¬ 
ture, Word will flag formatting inconsistencies 
using a wavy blue line. For example, if you 
apply bold formatting using a bold style but 
inadvertently apply bold formatting directly to 
selected text, Word will inform you that you 


haven't used the bold style to format the text. 
It then provides an option to apply the appro¬ 
priate formatting. Similarly, if you typically 
format paragraph headings with a Heading 
style but mistakenly increase the point size of a 
paragraph header without applying the 
Heading style, Word will advise you of the 
inconsistency. The Detect Formatting feature is 
especially helpful when indexing long docu¬ 
ments based on paragraph headings. 

To turn Detect Formatting on, click the 
Tools menu and then Options. In the Options 
dialog box that displays, click the Edit tab. In 
the Editing Options section, check the boxes 
for Keep Track Of Formatting and Mark 
Formatting Inconsistencies. In addition, you 
can easily apply the formatting elsewhere as 
Word tracks information. Resting the mouse 
cursor on a wavy blue line will display a yel¬ 
low box with a tip about the formatting. To 
correct inconsistent formatting, right-click the 
text marked with a wavy blue line. A context 
menu displays. The choices include Replace 
Direct Formatting With Style X (where X is 
Word's suggested replacement), Ignore Once 
to disregard the particular formatting occur¬ 
rence, or Ignore Rule to ignore all occurrences 
of this particular formatting in the document 
you're working in. 

2 Multi-document interface. Like Word 
2000, documents you open in Word 2002 
are represented with icons on the Taskbar. If 
you open several documents, several icons will 
display. You can avoid cluttering the Taskbar 
by having only the icon for the Word docu¬ 
ment you're working on display on the 
Taskbar instead of all open documents. To do 
this, click Tools and then Options. On the View 
tab, uncheck the Windows In Taskbar box 
from the Show section. 

3 Use task panes. When you open a new 
Word 2002 document, the New Document 
task pane displays to the right of the screen. The 
options in the task pane simplify several Word 
tasks, including opening a document and creat¬ 
ing new documents. Additional task panes in 
Word include Clipboard, Insert Clip Art, Styles 
And Formatting, Reveal Formatting, Mail 
Merge, and Translate. To view these task panes, 
click the Down arrow to the right of New 
Document on the task pane. 

4 Use the Reveal Formatting task 
pane. You'll use the Reveal Formatting 


74 Office XP / Learning Series 




















Speed up the viewing of a document that is in Normal view by activating 
Draft Font, which displays text in plain text and bold typestyles. 


You can conserve space and create crisper-looking documents by 
providing links to pictures rather than including the actual pictures. 


5 Use the Clipboard. Word's 
Clipboard task pane automati¬ 
cally displays when you copy or 
cut two or more objects consecu¬ 
tively. It also displays if you Copy 
an object twice in succession (or 
press CTRL-C twice). The task pane 
conveniently stores up to 24 objects 
until you close the document. This 
enables you to paste all or one of 
the items, even if you're working in 
another Office XP application. 
When you copy the 25th item to the 
Clipboard, the first item in the 
Clipboard deletes. An item auto¬ 
matically stores in the Clipboard 
task pane when you select it and 
click Copy from the Edit menu or 
use the CTRL-C key combination. 

To display the Clipboard task 
pane, select it from the task pane 
drop-down list or click Edit and 
Office Clipboard. To paste the last 
item in the Clipboard, place the 
cursor in the document where you 
want to paste the item and click 
Paste from the Edit menu or press 
CTRL-V. To paste all items in the 
Clipboard, click the Paste All but¬ 
ton in the task pane. To paste a par¬ 
ticular item from the Clipboard, 
place the cursor in the document 
and click the item from the task 
pane. It should automatically insert 
at the cursor location. 


6 Filtered HTML. If you save documents in 
Filtered HTML, Word will strip out the 
Word-specific HTML tags in the file's HTML 
source code, but the file's contents remain the 
same. Filtered HTML has two advantages. First, 
it reduces the size of a Web page or an HTML- 


task pane (also available from the Format 
- menu) to work with formatting you apply to 
^ text in a document. This task pane provides 
f information about fonts, paragraphs, and sec- 
■ tions of selected text. The task pane also pro- 
' vides control over character styles, typefaces, 
language, character spacing, paragraph style, 
alignment, indentation, and more. To apply a 
formatting change, select the text you want to 
change and open the Reveal Formatting task 
pane. Simply click a hyperlink for the particu¬ 
lar formatting you want to modify. Make 
your changes and click OK to 
apply them. 


formatted e-mail message. Second, it doesn't 
clog a file up with extraneous HTML code. 
Word uses tags removed by Filtered HTML to 
format and display regular documents, such as 
empty paragraphs and margins from styles. 
These items aren't needed to display the HTML 
file. (You should retain a copy of your original 
Word document as a backup, however, because 
if you remove the non-essential HTML code, the 
file may not be able to open in Word as a Word 
2002 document.) To save a document in Filtered 
HTML, click Save As from the File menu and 


7 Wrap To Window. Many users prefer 
to work in Word's Print Layout view 
because it displays a document as it will 
appear when it is printed. Occasionally, how¬ 
ever, you may want to view a document in 
Normal view, which is the default setting. 
Working in Normal view speeds up docu¬ 
ment display because it hides headers, foot¬ 
ers, footnotes, endnotes, and white spaces 
between pages. It also shows pages with mul¬ 
tiple columns as a single column. To make a 
document easier to read on-screen, ensure 
that text wraps within the window 
by clicking Tools and Options. On 
the View tab, check the Wrap To 
Window option in the Outline And 
Normal Options section. 


8 Draft font. If using the Normal 
view proves too slow for view¬ 
ing a long document that's exten¬ 
sively formatted, try editing in 
Normal view but displaying con¬ 
tents in Draft Font. This will format 
text in a draft typeface and point 
size you specify, but limit text to 
plain and bold typestyles. In addi¬ 
tion, graphics remain hidden. To 
activate Draft Font, click Tools and 
then Options. Click the View tab on 
the Options dialog box and check 
the Draft Font box. The default dis¬ 
play typeface is Courier New at a 
10-point size. To select a different 
typeface, use the Name drop-down 
menu on the View tab. Use the Size 
drop-down menu to choose a differ¬ 
ent point size for the typeface. Click 
OK to save your choices. 


click Web Page, Filtered (*.HTM, "'.HTML) from 
the Save As Type drop-down menu. Click Save. 

■ Word Options. One of the best features of 
Word 2002 is the ability to customize and tailor 
the application's features to match a particular 
work style. The following are tips to do so. 


9 Full vs. personalized menus. 

By default, Word 2002 features 
personalized drop-down menus to 
display basic and frequently used 
commands. These personalized 
menus automatically track and dis¬ 
play the commands you use most 
often. If you use a particular com¬ 
mand frequently, it eventually 
becomes part of the menu display. 
For example, if you click View, the Outline 
view option only displays if you extend the 
menu fully. However, if you work in the 
Outline view regularly, Word will eventually 
place it on a personalized menu version so 
you'll see it without extending the menu. If 
you use personalized menus, you must click 
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the double arrows at the bottom of a menu or 
double-click the menu name to see all of the 
available commands. If you want all the com¬ 
mands to appear automatically when you 
open the menu, click Tools, Customize, and 
the Options tab. Check the Always Show Full 
Menus option and click Close. 

4 A Show/Hide formatting. Occasionally 
I w when you print a document, it won't 
look like it did in Print Preview view. For exam¬ 
ple, you may see unwanted page breaks, or a 
page break you inserted may cause a 
new page not to print. Frequently, 
troubleshooting printing glitches is 
simply a matter of displaying a docu¬ 
ment's hidden formatting marks. 

Although formatting marks, such as 
paragraph end markers, tabs, and 
spaces, don't print, they can affect 
document spacing and text align¬ 
ment. To display hidden formatting 
marks, click die Show/Hide 1 (para¬ 
graph) button on the Standard tool¬ 
bar. Then scroll the document for 
problematic items and delete them. 

Click the Show/Hide 1 button again 
to hide the formatting marks. 


text, the text surrounding the table automatical¬ 
ly adjusts to make room for the table. You can 
have text wrap around the table by placing the 
cursor on the page where you want to create 
the table. Click the Table And Borders button 
(resembling a four-pane window with a pencil) 
on the Standard toolbar. The Tables And 
Borders toolbar displays and the mouse pointer 
will display as a pencil in the document. Press 
and hold the CTRL key as you drag the pointer 
downward and to the right to create a table the 
size you want, using the horizontal and vertical 



Positioning dialog box. Modify the distance of 
surrounding text to the table by using the Top, 
Bottom, Left, and Right options. Check the box 
for Move With Text to enable the table to move 
with the text that surrounds it. 

4 O Split ceils. To add rows and columns 
I O to a single cell table, either right-click 
in the cell and click the Split Cells button from 
the context menu or click the cell and click the 
Split Cells button on the Tables And Borders 
toolbar. The Split Cells dialog box displays. 

Use the drop-down menus to set 
how many coluirins and rows you 
want to add. If you're working in a 
table with multiple rows and 
columns and want to reconfigure 
the table so it has additional 
columns and rows, check the box 
for Merge Cells Before Split. This 
directs Word to merge the selected 
cells and apply the columns and 
row settings you specify to the 
entire selection. If you remove the 
check mark, Word applies the row 
and column settings to the selected 
cell. 


ii: 


ice. Hiding white 
I space that appears between 
pages in a document can speed up 
viewing the document as you scroll. 

To show or hide white space 
between document pages, click 
Print Layout from the View menu 
or click the Print Layout View but¬ 
ton near the lower-left comer of the 
window. Position the mouse cursor 
in the dark gray area that separates 
the pages. The cursor will change to 
an icon resembling two arrows 
pointing at each other. A yellow 
pop-up description will appear, dis¬ 
playing either Show White Space or 
Hide White. Click to make the 
respective change. 

■ Work With Tables. Using 

columns and rows to organize items - 

and concepts often makes information easier to 
view and understand. Using Word 2002's 
numerous table features, you can easily sort, 
add, delete, or move table data. 


Word 2002 makes it easy to correct inconsistent formatting that is 
applied to a word or paragraph in a document. 



12 


Wrap text automatically. When 
you insert a table into a document with 


Use Word XP’s Reveal Formatting option (available from the Format menu) 
to work with formatting that is applied to text in an open document. 


mlers as measurement guides. The table inserts 
in the document as a single cell with text flow¬ 
ing around it. To adjust the table's positioning 
and distance from surrounding text, right-click 
in the table and select Table Properties. On the 
Table tab, click the Positioning button in the 
Text Wrapping section to display the Table 


A A Select table cells. To 

I Hr select a specific cell, triple¬ 
click in the cell. To select the con¬ 
tents of more than one cell, press 
CTRL and triple-click in the cells 
you want. 

1 C Copy tables and data. 

I V To copy an entire table, 
click the move handle (resembling a 
four-headed arrow) at the upper- 
left comer of the table, press CTRL, 
and drag the copy to its new loca¬ 
tion. If you don't press CTRL, you'll 
move the table instead of copy it. If 
dragging and dropping the table 
doesn't work, click the Tools menu 
and Options. Click die Edit tab and 
verify that Drag-And-Drop Text 
Editing is checked. Click OK. 

- <4 A Copy non-contiguous 

I O content. To copy the 
contents of selected, non-contiguous table 
cells from one table into a single cell in 
another table, use the CTRL-triple click 
method described above to select table cell 
contents, then click and drag the selected 
contents into the desired cell in the other 
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table. Release the mouse button when the 
pointer rests on the desired cell. The multi- 
I cell content pours into the single cell. 

4^ Insert tabs. Inserting a tab into a 
I • table cell requires simply pressing the 
I. CTRL-TAB key combination. 

4Q Manually resize columns. Table 
IO columns in Word 2002 automatically 
I resize to fit the text or graphics that you enter 
[' in a cell. This means if you enter a word that is 
I wider than the width of the table column, the 
I width will adjust automatically to accommo- 
l date the word. To prevent a column from auto- 
I matically resizing, click in the table and click 
| Table Properties from the Table menu or right- 
I click a cell and select Table Properties from the 
I context menu. The Table Properties dialog box 
I displays. Click the Table tab, click Options, 
| and uncheck the box for Automatically Resize 
I" To Fit Contents. Click OK. 

4 A Use themes. Word's Themes are 
I v timesaving design shortcuts that con¬ 
tain ready-made color schemes and design ele¬ 


ments. Themes make it easy to give documents, 
e-mail messages, and Web pages a consistent 
look by modifying a document's background 
colors or graphics, body and heading styles, 
horizontal lines, hyperlink colors, and table bor¬ 
der colors with consistent color schemes and 
elements. To apply a theme to a document, e- 
mail message, or Web page, open the respective 
application. For example, click the File menu in 
Word and then Send To and then Mail 
Recipient. Click in the message body and then 
click the Format menu. Click Theme and select 
a theme option from the list that displays. To 
apply the same theme to the open document 
and subsequent documents, click the Set 
Default button in Theme dialog box. To apply a 
default theme to all new e-mail messages, click 
the Tools menu, click Options, and on the 
General tab click the E-mail Options button. 
Click the Personal Stationery tab and click 
Theme. The Theme Or Stationery dialog box 
will display. Select a theme from the Choose A 
Theme list and click OK. 


20 


Themes and bullets. After you 
apply a theme to a document, you can 


Advanced 


Share documents across 
versions. Word 97 users can 
| open and read Word 2002 
documents without a special 
filter, but Word 7 for Windows 
95 and Word 6 users need to 
install a Word 97-2002 con- 
i verter (available at 
http://office.microsoft.com/ 
downloads/2000/wd97cnv 
.aspx) to share documents 
with Word 2002 users. Word 
2002 can also share docu¬ 
ments with users of earlier 
Word versions if documents 
are saved in RTF (Rich Text 
Format) format..To save a 
Word 2002 document in 
RTF, click the File menu and 
click Save As. The Save As 
dialog box opens. Name the 
document in the File Nante 
field. In the Save As Type 
drop-down menu, click Rich 
Text Format (*.rtf) to select it 
and click Save. 


Share documents with 
pictures. You can link pic¬ 
ture files in a Word 2002 
document by clicking the 
Insert menu, pointing to 
Picture, clicking From File, 
clicking the arrow next to the 
Insert button, and clicking 
Link To File. If you can save 
the file as a Word 6.0/95 
document, however, users 
who try to open the docu¬ 
ment in Word 6.0 or Word 7 
for Windows 95 may not be 
able to print or display the 
linked pictures, because 
Word 2002’s Word 6.0/95 
converter may not save pic¬ 
ture preview information cor¬ 
rectly. To ensure a Word 
2002 document with linked 
images displays the images 
in an earlier Word version, 
change the Wrapping Style 
of the picture. If Wrapping 
Style is set to something 


other than Behind Text or In 
Front Of Text, Word 2002 
won’t save picture size, pre¬ 
view, and other information. 
To change the Wrapping 
Style, open the document 
containing the pictures you 
want to share. Click the Edit 
menu, click Select All, and 
press F9 to update all fields 
in the document. Right-click 
the linked picture, click 
Format Picture on the con¬ 
text menu, and click the 
Layout tab. Click either 
Behind Text or In Front Of 
Text and click OK. Repeat 
the steps for other pictures 
in the document. Click the 
File menu, click Save As, 
and save the document in 
Word 6.0/95 format. Close 
the file, open it in Word 
2002, and the pictures 
should display. 


easily insert a new picture for bulleted items (a 
theme typically affects how a bullet appears). 
To create a themed picture bullet, apply a 
theme to your document. Select the text that 
you want to bullet and click the Bullets button 
on the toolbar. To change the picture this par¬ 
ticular theme will apply, select the bulleted 
text, right-click the selection, and select Bullets 
And Numbering from the context menu. The 
Bullets And Numbering dialog box displays 
with the Outline Numbered tab selected. Click 
Customize. The Customize Outline Numbered 
List dialog box will display. Scroll the options 
in the Number Style drop-down box to the 
New Picture option. The Picture Bullet dialog 
box will display. Double-click a picture bullet 
item to select it. Click OK to apply the picture 
to the selected bulleted items in the open docu¬ 
ment. You can use different picture bullets to 
differentiate one level of bulleted text from 
another. You can follow these steps to apply a 
picture bullet to selected bulleted text even if 
you don't apply a theme to the document. 

■ Hyperlinks. Hyperlinks typically display 
as blue, underlined text and serve as shortcuts 
to a file, a location in a file, an HTML page on 
the Web, or an FITML page on a local Intranet. 
Word offers several options for adding and 
editing hyperlinks. 

Q 4 Automatically format a hyperlink. 

^ I If AutoFormat As You Type is turned 
on, Word 2002 formats a hyperlink as you type 
it. For example, if you type http://www 
.smartcomputing.com and press the Spacebar, 
Word automatically replaces the plain text 
with a blue underlined hyperlink. Press CTRL 
and click the hyperlink to go to the Smart 
Computing Web site. To turn the feature on, 
click Tools and AutoCorrect Options. The 
AutoCorrect dialog box will display. Click the 
AutoFormat As You Type tab and check the 
Internet And Network Paths With Hyperlinks 
box. Click OK. To turn off the automatic 
hyperlinks feature, remove the check mark. 

■ Word Is The Word. Word 2002's powerful 
options include features that let you create a 
wide range of documents you can customize to 
suit your individual work preferences. To take 
advantage of what Word can offer, explore its 
numerous menu functions and dialog box 
options. In many instances, it takes only a few 
mouse clicks to personalize your words, [u] 

by Carol Holzberg, Ph.D. 


Learning Series / Office XP 77 










Add Some Shine To 
Your Spreadsheets 

Tips For Getting More Functionality 
Out Of Excel 2002 



I f Excel were a car, it would be a rugged 
(but beautiful) SUV parked on the top of an 
impossible peak it reached with ease and 
elegance. This seems to be a hallmark of Excel 
2002: It has lots of horsepower to crunch num¬ 
bers, but also easy-to-use menus, wizards, 
tags, tips, lists, and a resident help manual to 
drive it. Excel gently instills confidence in new 
and intermediate users by providing them with 
plenty of assurance that they're on the path to 


creating a successful spreadsheet. The follow¬ 
ing tips are for new and seasoned users and 
include tips for new Excel features. 

■ New & Visible. You can't miss the task 
pane when you open Excel 2002 the first time. 
Make sure to make the most of the tool, 
because there are some first-rate features resid¬ 
ing here. Use the Down arrow in the task 
pane's upper-right comer to access the New 
Workbook, Clipboard, Search, and Insert Clip 
Art task pane options. 


I Use task panes. The Clipboard in Excel 
holds 24 clips at a time, displaying a 
thumbnail view of each clip in the Clipboard 
task pane. When you click a clip, a drop-down 
list of options will display. In addition, the 
Options menu at the bottom of the pane helps 
customize how Clipboard functions. 


Do a search. You don't have to leave the 
Excel window to search your system for a 
file any longer. The 
Search task pane in 
Excel lets you toggle 
between Basic Search 
and Advanced Search 
modes via a link at 
the bottom of the pane. 
You can also do a 
conditional search and 
set properties that add 
combinations as needed 
to narrow a search. 


3 Clip it. The Insert 
Clip Art task pane 
provides, the ability to 
search for all types of 
media files, including 
photographs, movies, 
clip art, and sounds, by 
typing a keyword in the 
Search Text field. In the 
Other Search Options 
section, choose a collection to search from the 
Search In menu. In the Results Should Be field, 
check the media type you wish to find. Click 
Search to find what you need. Although it's not 
an exclusive Excel function, you can organize 
the media content on your system using the 
Clip Organizer link at tire bottom of the Insert 
Clip Art task pane. 


4 Ask A Question. That is the name of a 
new Help feature at the top-right of the 
Excel window. Just do as the feature instructs 


and type a question for help. This neat altetna- ’ 
tive to the Clippy Office Assistant provides - 
quick access to online and Internet help, j 
Clippy is still available from the Help menu, 
but Ask A Question is faster and less annoy¬ 
ing. (To access Clippy, click Help and then 
Show The Office Assistant.) 

■ Toolbar Knowledge. Some buttons on 
Excel's toolbars do double duty. For example, 
you can use the Open button to save a file in 
addition to opening one. Just press and hold 
the SHIFT key and click the Open button to 
show and activate the opposite function. Hold 
the mouse button down to extend the button's 
alternative view. Press ESC to cancel the 
activated function and return the button's icon 
to its original state. 

5 Know your buttons. Other buttons on I 
the Standard and Formatting toolbars also 
have dual functionality. Below is a list of some 
of the buttons with their alternative functions 
listed. To access the alternative function, 
follow the directions above: 

• Print/Print Preview 
• Sort Ascending/Sort Descending 
• Underline/Double Underline 
• Left Align/Right Align 
• Center Align/Merge And Center 
• Increase Decimal/Decrease Decimal 
• Decrease Indent/Increase Indent 
• Insert Rows/Delete Rows 
• Insert Columns/Delete Columns 
• Paste Formatting/Paste Values 
• Clear Contents/Clear Formatting 
• Trace Dependents/Remove 
Dependent Arrows 

• Angle Text Upward/Angle Text Downward { 

6 Customize the toolbars. To remove I 
buttons from a toolbar, press and hold 
the ALT key and drag the unwanted button 
straight down into the data area. To easily j 
add a button, right-click a toolbar and click j 
Customize on the context menu that appears. } 
Click the Commands tab. For each Category j 
on the left, a set of available buttons will dis¬ 
play to the right. Drag the button's icon from j 
the list to a toolbar in the Excel window. To ] 
change a button's location on a toolbar, press 1 
and hold the ALT key and drag the button to ] 
the new position on the same or another tool- ] 
bar. To return a toolbar to the default setting, ] 
right-click the toolbar and click Customize j 
from the menu. On the Toolbars tab, select the I 
respective toolbar and click Reset. 
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7 Reduce toolbar clutter. By combining 
tips 3 and 4, you can remove a button 
with dual ability to reduce the toolbar's size. 
Doing this, you can place two or more toolbars 
side by side on the same line. To move a tool¬ 
bar, put the mouse pointer over the toolbar's 
left edge. When the pointer turns to four 
arrows, click and drag the toolbar to the new 
location. If you create a free-floating toolbar, 
move it by clicking and dragging the Title bar. 

8 Keep watch. The new Watch Window 
toolbar provides a real benefit when you 
need to watch results of a changed value or 
formula across an area too large to view 
on your screen or on multiple sheets. To 
activate the toolbar, select Toolbars on 
the View menu and click Watch 
Window. Highlight a cell or multiple 
cells to watch. Click Add Watch. 
Absolute cell references to the selected 
cell(s) will appear in the Add Watch 
dialog box. Click Add to place them in 
the Watch Window. Continue adding 
cells to watch from any location on any 
worksheet. You can adjust column 
widths within the Watch Window by 
dragging the dividers between column 
headings. Finally, change the value or 
formula that affects the cells in the 
Watch Window and observe the results 
of the change. To clear the Watch 
Window, select one or multiple values 
and dick Delete Watch. 

■ Put Things Together. Excel gives 
you many options to present data on a 
worksheet. The following tips focus on 
some of these options. 


"&UPPER(A5). Likewise, you can use LOWER 
to generate lower case and PROPER to gener¬ 
ate Title Case. 


in the contents, including Go, Go here, goes, 
going, go to, Go To, and other variations. 


11 


Find anything, anywhere. The 


12 


Find with formats. To find con- 


greatly improved over previous versions. 
The feature lets you search across an entire 
workbook and return results in a single 
window. On the Edit menu, click Find. In the 
Find And Replace dialog box, type a partial 
or complete value to find in the Find What 
field. Click the Options button. Choose Sheet 
or Workbook from the Within menu. From 



how changes to a value or formula affect other cells. 


9 Concatenate it. When you want 
to output more than one value in a 
cell, you can concatenate, or link, them 
together. For example, you might have 
first names listed in column A and last 
names in column B. If you want to join the two 
names to output Last name, First name, you 
must put the text portions (the comma and 
space) inside quotation marks ("") and connect 
all the pieces with ampersands (&). For 
example, if cell A5 contains Mary and cell B5 
contains Jones, you would use =B5&", "&A5 to 
output Jones, Mary. 

4A Change the case. To output Jones, 
I w Mary from the previous tip in all caps, 
use the UPPER function: =UPPER(B5)&", 



Use the Find And Replace dialog box in Excel to replace the format¬ 
ting of cells on your worksheets. 


the Search menu, choose By Columns or By 
Rows. In the Look In menu, choose Formulas, 
Values, or Comments. Depending on your 
search, click the Match Case or Match Entire 
Cell Contents'boxes. If you leave these boxes 
unchecked, your results may return too much 
information. For example, if you type go in 
the Find What field, choose Workbook in the 
Within menu, choose Values in the Look In 
menu, and click the Find All or Find Next 
button. Excel will find all cells on all sheets in 
the workbook you're working on with "go" 


matting, click the Format button on the Find 
And Replace dialog box. Click Format From 
Cell and click any cell in the workbook that 
has the desired formatting. Click Find All or 
Find Next. To clear the formatting for the 
next search, click the Down arrow next to 
Format and click Clear Find Format. To find 
all cells that have a particular type of format¬ 
ting, click the Format button. In the Find 
Format dialog box, select the format¬ 
ting desired using the tabs on the 
dialog box and click OK. The format¬ 
ting appears in the Preview box. 
Make any other selections and click 
Find Next or Find All. 


4 Q Changes? No problem. 

I O Expanding on the previous 
tip, you can also replace content you 
search for with new values, formu¬ 
las, or formatting. Using the instruc¬ 
tions above for the Find and Find 
And Replace dialog box, make the 
appropriate changes on the Replace 
tab. Type a replacement value or 
formula in the Replace With field. 
Click the Find All button to view 
cells first. Now click the Replace 
All button or click each item that 
displays in the Results window and 
skip or replace individually using 
the Replace button. To change only 
the formatting, leave the Find What 
and Replace With field empty. Select 
the format you want to find, as 
described above, and select a format 
with which to replace the content. 

■ Totally Tabs. Sheets aren't just 
for beds. You can have as many as 
you want in an Excel workbook, as long as 
there's enough memory available on your PC. 
When creating a new Excel workbook, you'll 
begin with three sheets by default. Sheet tabs 
at the bottom of the window will designate 
them as Sheet 1, Sheet 2, and Sheet 3. 


14 " 


Rename a sheet tab. To rename a 
1 sheet tab with a more meaningful 
name, right-click the sheet tab and choose 
Rename from the context menu that appears. 
Type the new name and press ENTER. 
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Add a sheet. To add a new sheet to 
a workbook, you can click the Insert 
menu and then Worksheet, or right-click a 
sheet tab and click Insert from the menu. 
Click Worksheet on the General tab from the 
Insert dialog box and click OK. The new 
sheet should insert to the left of the sheet you 
right-click. 


the data on it, using the same right-click and 
context menu method described in tip 14. Click 
OK at the warning message that appears. Copy 
a sheet by right-clicking it and clicking Move 
or Copy from the context menu. Check the 
Create A Copy box to copy the sheet. Choose a 
location to copy the sheet to in the Before Sheet 
box. Click OK. 


sheets. For example, use Sheet 1 to document 
the contents of a workbook. Include the file's 
name, path, creator, dates created and modi¬ 
fied, overall purpose (including the purpose 
for intended users), and a content area describ¬ 
ing each worksheet. Use tip 12 to rename Sheet 
1 to Documentation. Continue to organize the 
other sheets in a similar fashion. 


•f Rearrange sheets. To rearrange the 
lw order of sheets, click a sheet tab and 
drag it to the right or left. A down-pointing 
arrow shows where the sheet will drop. 
Release the mouse button. 


10 Color code sheets. A new option in 
IO Excel 2002 organizes sheet tabs using 
colors. Right-click a sheet tab and choose Tab 
Color from the shortcut menu. Click a color 
and then OK. 


■ You Can Excel. Excel 2002 is a powerful, 
useful tool, but don't be intimidated by all of 
its features. Use the program's various help 
tools and wizards to tap into 'the application's 
power to make them work for you. [u] 


17 


Copy and delete sheets. You can 

quickly delete a sheet, including all of 
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No need to ask. Save time and 
eliminate confusion by organizing 


by Anne Shevrin 


Advanced 


Y ou can use Excel to help 
study problems of prediction 
by taking advantage of the 
program’s strong charting 
capabilities. Working with data 
that tracks changes in values 
over time, you can create a scat¬ 
ter chart with lines connecting the 
data points. The chart may reveal 
a trend that reflects the average 
rate of change in the data over 
time. Trends exist within many 
markets, including the stock, job, 
and home building markets. 

Excel can find and draw a 
Trendline (also known as a 
regression analysis) for your data 
and calculate the Trendline’s 
equation and R A 2 factor. The 
R A 2 factor tells you how close 
the Trendline values correspond 
to the actual data (also known as 
the coefficient of determination). 

To create a scatter chart, 
select text in the workbook that 
reflects time and values. Click 
the Chart Wizard button on the 
Standard toolbar. In the Chart 
Wizard Step 1 dialog box, 
choose XY Scatter as the Chart 
Type. Choose a Chart Sub- 
Type with data points 
connected by lines. Click Next. 
Click through the next two 


steps, making choices as 
desired. In Step 4, click As New 
Sheet and click Finish, 

To create a Trendline for the 
data, click Add Trendline from 
the Chart menu. Choose a 
regression type that matches 


Paste delimited text into 
Excel. Some Web sites, such as 
http://www.edreyfus.com, make 
stock quotations and histories 
available to download as delimit¬ 
ed text. We clicked the Market 
Watch link on the site, and then 



Excel 2002’s charting capabilities let you add a Trendline to a 
chart to discover possible patterns in your data. 


the data as closely as possible. 
You may have to experiment 
with this. Click the Options tab 
and check Display Equation On 
Chart. Click OK. Experiment 
with different combinations of 
options as needed. 


we used the link to Historical 
Prices in the left navigation bar 
to obtain a 30-day history for 
Lucent Technologies (symbol 
LU). We clicked Download to 
obtain a comma-delimited output 
of the price table. 


To copy a delimited text file 
into Excel, select and copy the 
text. Next, select a location to 
paste it to. Click Paste Special 
from the Edit menu. In the Paste 
Special dialog box, click Text 
and then OK. Click the Paste 
Options smart tag that appears 
at the bottom of the pasted copy. 
Select Use Text Import Wizard. 

In the Text Import Wizard Step 
1, select Delimited as the data 
type. The chart data appears in 
the Preview pane. Click Next. 

In Step 2, select Comma (or 
other character as needed) 
under Delimiters. Select the 
appropriate character in the 
Text Qualifier box (this charac¬ 
ter starts and ends each value 
in a cell). If necessary, check 
the Treat Consecutive 
Delimiters As One box. When 
the correct selections are 
made, the text appears in orga¬ 
nized columns in the Preview 
pane. Click Next. In Step 3, you 
can click each column and 
choose a Column Data Format 
or choose to skip a column. 

Click Finish. Using the previous 
tip, you can set up your own 
chart and Trendline to make 
predictions about markets. □ i 
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Database Power 


3 Get help easy. The new Ask A Question 
tool located at the top-right of the Access 
window makes getting help easy. As the tool 
suggests, type your question in the available 
field and wait for the results. Overall, the Ask 
A Question feature is a preferred alternative to 
the Clippy Office Assistant, which many users 
find to be obtrusive and slow. You can still 
access Clippy if needed by clicking the Help 
menu and selecting Show The Office Assistant. 


4 What’s this? The handy What's This 
tool on the Help menu can help familiar¬ 
ize you with icons and screen elements in 
Access that might otherwise baffle you. Click 
What's This and then point and click the 
mouse pointer on an icon or element for 
which you want clarification. A pop-up 
message will usually provide a description or 
definition of the item. Press ESC 
to clear the message. 


5 Old news with a new lay¬ 
out. You can still get context- 
sensitive help in Access for 
subjects' you don't understand by 
clicking the questionable area, 
such as a particular property in a 
property sheet, and pressing the FI 
key. The new layout of this feature 
provides hyperlinks and expand¬ 
able topics so you can read or print 
only the information you need. 


■ Change The Scenery. A big 

improvement in Access 2002 is the 
addition of two new views in table, 
query, and form objects. In addition, 
the PivotTable and PivotChart 
Views lend one of Excel's important 
analytical tools to Access in a new 
way. Now, you can create a 
PivotTable or PivotChart View to 
accompany a table, query, or form and then 
interact with it dynamically. To do this, it helps 
to understand how pivot tables and charts can 
help you. 


6 Construct a PivotTable View for a 
select query. It fairly common for 
various employees from several departments in 
a company to work on various projects. A 
Projects table can store the total hours each 
employee works on a given project in a particu¬ 
lar department. An employee can work in more 
than one department and log hours on many 
projects. Due to the relational nature of Access, 


Tips For Gaining Entry 
To Access 2002’s Treasure 


W e expect staple programs, such as 
Access, to grow into the new shoes 
that technological advances provide 
ft from time to time. However, as programs 
I grow larger, just knowing what a program 
I can do so that you can choose what to do can 
K be an undertaking of vast proportions. The 
I good news concerning Access 2002 is that it 
I easily reduces these growing pains by offer- 
* ing new views, features, organized menus, 
I improved Screen Tips, and helpful 
E smart tags. Overall, Access 2002 
I remains enough the same to keep 
I hardcore users happy but is differ- 
I ent enough to consider new. 

[ If you're upgrading or adding to 
| another version of Access, there's 
I improved installation ease. Once 
( installed, superior completion times. 

for most tasks should ensure satis- 
| faction with the new version of 
Access. We ran four versions of 
Access simultaneously and didn't 
notice a performance slowdown or 
problem in Access 2002. If you're 
considering an upgrade from 
I Access 97, we recommend skipping 
[ the 2000 version and going straight 
to 2002—it has much more to offer. 

On the following pages are tips 
to help you make the most of some 
[ of the newest and most visible 
program features in Access 2002. In 
addition, you'll find a few old tricks 
with new twists to make life in the Access 2002 
lane just a little quicker. Some tips require at 
least some prior experience with Access. 


■ Discover The Tools. As with other appli¬ 
cations in Office XP, it's difficult not to notice 
the task panes in Access 2002. The task pane 
feature contains a bevy of fine tools, so take 
advantage of them. The Down arrow to the 
; upper-right of the task pane title bar provides 
! entry to Access' task panes, which include 
New File, Clipboard, and Search options. The 
| following are tips to use task panes, as well as 
: other Access 2002 tools. 


I CIip it. The Clipboard in Access 2002 
stores up to 24 clips at a given time. A 
small thumbnail view conveniently displays 
for each clip in the Clipboard on the 
Clipboard task pane for quick recognition 
and access. If you click a clip, a drop-down 
menu will display options for clipping data. 
The bottom of the task pane features an 
Options menu to further customize 
Clipboard functions. 


2 How to search. We think you'll find 
the Search task pane to be divine. Thanks 
to the tool, you don't have to exit an Access 
window to search for a file on your computer. 
Instead, the Search task pane lets you switch 
from a Basic Search view to an Advanced 
Search view that has additional abilities. To 
access the Advanced Search view, click its 
link at the bottom of the Search task pane. 
The Search abilities let you narrow down a 
search using available parameters. We were 
able to search two hard drives on our 
computer for fairly minute details without 
noticing a performance slowdown. 
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The Properties dialog box for a 
PivotTable control in Access lets you 
format areas for better readability. 


employee .data resides in the Employee table; 
department data resides in the Department 
table. A simple Projects table includes data 
about employee identifi¬ 
cation, departments, pro¬ 
jects, and hours. 

Since there are more 
than two variables at 
work, you would norm¬ 
ally view the data by 
choosing the two vari¬ 
ables you want to see. For 
example, you can pull 
employees and hours for 
each project, or projects 
and hours for each 

department, and so forth. _ 

A PivotTable, however, 
lets you view employees and hours for each 
department by project dynamically. You can 
see details, subtotals, or grand totals, and you 
can choose each layout as you need it. 

To utilize the PivotTable View, open a table, 
query, or form that contains variables as 
described above. You should have at least one 
field that requires a calculation, such as total 
hours, sales, or units sold. From the View 
menu, click PivotTable View. A layout grid 
and Field List opens. Drag the field by which 
you want to filter (you will be able to view 
data for particular values or all values for this 
field) and drop it in the area labeled Drop 
Filter Fields Here. Next, drag the field you 
want to represent your column headings to the 
Drop Column Fields Here area. Access 
assembles records of data for values from this 
field. Next, drag the field that represents row 
data to the Drag Row Fields Here area. These 
values become the list of records. 

At this point, you can drag one or more 
fields to show or calculate for each column and 
row into the Drop Totals Or Details Fields 
Here area. Scroll to the bottom and note that 
Grand Total fields appear but may be without 
values. This happens when more than one 
detail exists for the intersection cell of a col¬ 
umn and row. In order to have a Grand Total, 
you must subtotal the multiple details in the 
detail area of the table. 

7 Add calculated fields. To add a calcu¬ 
lated field to the PivotTable View, right- 
click any Detail heading. In the context menu, 
point to AutoCalc and select an option, such as 
Sum. This action summarizes any multiple 
details and fills in the Grand Totals. In the 
Field List, a Totals heading displays any totals 


you create. On the PivotTable toolbar, click 
Hide Details or Show Details to expand or 
collapse the data in the table. 


8 Get fancy. You can 

< 


change positions of 
fields in a PivotTable by 
dragging a field to a new 
location. Blue brackets 
guide you by pointing 
toward the destination as 
you drag. You can also 
have several levels of 
column, row, or filter fields 
to group results. For exam¬ 
ple, you can have depart¬ 
ments and employees for 
row headings, projects 
for column headings, and an additional 
parameter for the filters. 

9 Check expressions. Check the official 
list of expressions used by controls in a 
Data Access Page, PivotTable View, or 
PivotChart View. Expressions that aren't in the 
list will generate an error if used in these 
views. You can find the list by using the Help 
topic Troubleshoot Undefined Functions And 
References To Projects Or Libraries in the resi¬ 
dent Help manual. 

Add frills. To cus¬ 
tomize any part of a 
PivotTable, right-click the area 
you want, and then click 
Properties from the context 
menu. You can use the dialog 
box to format, change cap¬ 
tions, choose options for a 
report, and customize a con¬ 
trol's behavior. 

44 Get visual. On the 

I I View menu, click the 
option for PivotChart View 
to see data in a PivotTable 
displayed graphically. Format 
the chart by right-clicking a part of the chart and 
clicking Properties on the context menu. On the 
General tab, click the name of the section you 
wish to format. The Properties dialog box dis¬ 
plays available options for the selection. 

■ Give Yourself A Break. To split your 
time more efficiently between using the key¬ 
board and mouse, try using keyboard short¬ 
cuts. Many of these shortcuts display in Screen 


Tips when you rest the mouse pointer (without 

clicking) on an icon or other command button. 

-4Q Useful keyboard shortcuts. Below 
mm* area few useful keyboard shortcuts: 

• F9 refreshes the contents in a Fields List 

• Fll brings the database window to the 
front, even if it's hidden 

• CTRL-F6 cycles through open windows 

• CTRL-F8 resizes an active window using the 
arrow keys 

• SHIFT-F10 displays shortcut options for a 
selected item 

4| Q Data entry shortcuts. A few key- 
I w board shortcuts for data entry 

commands include: 

• CTRL-SEMICOLON (;) inserts the current 
date 

• CTRL-SHIFT-COLON (:) inserts the current 
time 

• CTRL-ALT-SPACEBAR inserts the default 
value for a field 

• CTRL-APOSTROPHE (') inserts the previ¬ 
ous value for a field 

• SPACEBAR switches between values in a 
check box or option button 

■4^ There’s safety in groups. Use 

■ Hr Groups in the Database Window to 


m A 

lUtc 



Use the Field Lists drop-down menu in Access to instantly filter 
data and create a new chart, as shown here. 


organize links to objects that are interdepen¬ 
dent. For example, a complex report may 
depend on several queries and sub-reports. 
You can keep shortcuts to these related objects 
together in a group. To create a group name, 
click the Edit menu, click Groups, and click 
New Group. Type a short, descriptive name. A 
new folder appears under Groups in the left- 
hand pane in the database window. Next, 
select an item to put in the group. Simply drag 
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I the object into the group folder or 

■ click Add To Group on the Edit 
K menu. A shortcut to the object 
E appears in the group window. 

I Hide and protect. After 
| IV grouping object shortcuts as 
I needed, you can hide the actual 
I objects to prevent accidental dele- 

■ tion or alteration. For each object, 

I right-click and choose Properties. In 
I the Properties dialog box, check the 
| Hidden option in the Attributes 
I section. You can also type a useful 
I description of the object for later ref- 
I erence. Click OK. 

K Hidden objects won't be available 
I to the Analyze tool or to select when using the 
I Switchboard Manager. However, you can 
I unhide and then hide objects again as needed. 
I In the Tools window, click Options and click 


the View tab. In the Show section, check or 
uncheck Hidden Objects. While you're here, 
you can show or hide System Objects. These 
objects usually begin with MSys. Access uses 


them to manage a database. You can 
begin an object name with USys to 
have it behave like a system object. 
Doing this hides the object whenever 
system objects hide. 

■ Access It. If you love using 
Access as much as we do, the tips in 
articles concerning Access 2002 will 
merely whet your appetite. For addi¬ 
tional information and help about 
using Access, visit Microsoft's Office 
Assistance Center at http://office.microsoft 
.com/assistance. HU 

by Anne Shevrin 


Rearranging the fields in a PivotTable 
provides a different perspective to 
results and how they display. 


Advanced 


A well-designed report 

template can serve up a vari¬ 
ety of different data based on fil¬ 
ter choices. Although this can be 
accomplished through a series of 
parameters in underlying queries, 
a custom dialog box containing 
all the choices provides an 
easier, yet more sophisticated, 
means of filtering data. 

Below are steps to complete a 
Date filter for any report you 
normally filter by date. Once you 
master the process, you can 
apply these techniques to other 
fields and data. You can also use 
list and combo boxes in the form 
to provide access to choices 
without typing. 

1 . Create the form. In the data¬ 
base window, click Forms, New, 
and Design View. Open the 
Toolbox. Drag two text boxes 
from the toolbar to the form using 
the Text Box button. Change the 
label for both text boxes to ask for 
a start and end date for the report. 
Double-click the first text box to 
reveal its property sheet. Click the 
All tab. In the Name box, type a 


suitable name for the first date. 
Repeat for the second Text box. 
Name, save, and close the form. 

2. Create a partner macro. In 
the database window, click 
Macros and then New. Select 


or open the report in Print 
Preview or Design view. 

Next, click in the Where 
Condition field. Click the ellipsis 
(...) that appears to the right. In the 
Expression Builder dialog box, 
expand the Tables folder. Double¬ 



Thls image demonstrates how you can open a blank form in 
Design View in Access to add controls to filter a report by. 


the Open Report action using 
the Down arrow in the Actions 
section. In the Action 
Arguments pane, select the 
report you want to filter in the 
Report Name field. In the View 
field, make a selection to Print 


click the table that contains the field 
to filter the report by. (This field 
must be present in the Report’s 
record source.) Double-click the 
field to place it into the expression. 

Next, expand the Forms folder. 
Double-click the newly created 


form. For dates between the first 
and second text boxes on the 
form, type the word BETWEEN, 
followed by a space in the expres¬ 
sion box after the date field entry. 
Double-click the first date field. 
Type the word AND, followed by a 
space, and double-click the 
second date field. Click OK to 
enter the expression. Name, 
save, and close the macro. 

3. Connect the form to the 
macro. Open the database 
window and the form side by 
side in the Access window by 
clicking the Window menu and 
then Tile Vertically. Drag the 
new macro to the form to create 
a button. Click in the button to 
type a new name. You can also 
add a Close button to the form 
for convenience. Save the form. 

4. Try it. Type start and end 
dates in the appropriate text 
boxes in the new form. Click 
the macro button. The form 
should open with data filtered 
by date. □ 
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1 Select the layout design. If you're new 
to PowerPoint, the easiest way to begin 
creating a presentation is by working from one 
of the layouts in the Slide Layout task pane. 
New presentations begin with a title slide. You 
can also select layouts for subsequent slides 
from this task pane. Some designs are 
designed for only text, graphics, or a combina¬ 
tion of the two. To select a design, just click it 
in the task pane. 


Get Your Point 
Across 

Tips For Creating Presentations 
In PowerPoint 2002 


they do. Almost every action in a presentation 
is predicated on a placeholder, which looks 
like a box with broken borders. The place¬ 
holder's job is to hold a feature on a slide in 
place, such as a title, text, chart, table, or ; 
picture. Nearly everything you add to a slide 
will be in a placeholder. 


■ Get Started. PowerPoint includes helpful 
features to help even novices begin creating a 
professional-looking presentation, The follow¬ 
ing are tips for getting going in PowerPoint. 


T he wide range of tools available in 
PowerPoint 2002 can help you create 
stylish, professional presentations fairly 
easily. Of course, anything that looks good 
does require some thought and effort. 
However, it doesn't have to take a back¬ 
breaking effort. 

The tips on the following pages provide a 
good base of knowledge to begin working on 
a presentation, especially if you're new to 
PowerPoint. Even if you already use the 
program, you'll probably find information 
that's new to you, especially regarding the 
new features in the 2002 version. 

Before we dispense with the tips, there are a 
few new features in PowerPoint to introduce 
you to. One is the task pane, which is a smaller 
pane in the PowerPoint window that contains 


tools and commands. Task pane options include 
Slide Layout, Custom Animation, Insert Clip 
Art, Slide Transition, and more. The task pane 
replaces the Animation Effects and Common 
Tasks toolbars in previous PowerPoint versions. 
You can close the task pane by clicking the X in 
its upper-right comer or by unchecking it on the 
View menu. We recommend keeping it open 
while you familiarize yourself with PowerPoint 
to prevent you from having to hunt for 
commonly used tools in the various menus. 

Another new feature is smart tags, which 
are buttons that appear after you perform a 
certain command, such as Copy or Paste. 
Smart tags contain commands that control the 
result of the action. 

Although placeholders aren't a new feature 
to PowerPoint 2002, it's essential to know what 


2 Change placeholders. One way to mod¬ 
ify a layout is by changing the position of 
the placeholders on the slide. This can be done 
one slide at a time by clicking the placeholder's 
broken line and resizing it when the pointer 
turns to a two-headed arrow. You can reposition 
a placeholder on a slide when the cursor turns to 
a four-headed arrow. You can also apply a 
change in one slide to all the placeholders in a 
presentation by clicking View from the menu 
bar, selecting Master, and Slide Master. This will 
switch you from Normal view (the view you'll 
usually use to create and edit a presentation) to 
Master view. On the Slide Master View toolbar, 
click the Master Layout button. This opens a list 
of placeholders in your presentation,, including 
Title, Text, Date, Slide Number, and Footer. 
You'll only be able to add a new placeholder if 
you delete a previous placeholder. For example, 
if you delete a Date placeholder, you can check 
the Date box in the list to add a new Date place¬ 
holder. Once you modify a placeholder, switch 
back to Normal view to add the appropriate text 
or object to the new placeholder. 


3 Animate your text The words you use 
in your presentation are up to you, but 
PowerPoint can make them zing—and spin, 
fade, and more. To animate text in your 
presentation, be sure you're in Normal view, 
select the text to animate, click Animation 
Schemes on the Slide Show menu, and choose 
the desired effect from the task pane. 
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4 Customize your animation. The 

Custom Animation task pane is your gate- 
' way to tools that can tweak the animation you 
apply to text. Access it by clicking the Down 
arrow to the right of the task pane title bar. 
Here, you can control such things as the ani¬ 
mation's speed, the order in which text will 
appear animated to your audience, and the 
sound that accompanies the animation. For 
example, click your text on the slide, then click 
Add Effect on the task pane, point to Entrance, 
and select Blinds. Click the Play but¬ 
ton to watch the effect in action. 


7 Embed a document. You can add a 

document created with another applica¬ 
tion, such as Word and Excel, to a presentation 
with just a few clicks. To do this, open the 
appropriate slide and click Insert from the 
menu bar. Click Object and select the Create 
From File radio button. Browse to the docu¬ 
ment you want to add, highlight it, and click 
OK. In the Insert Object dialog box, check the 
Display As Icon box, which means your 
embedded document will appear initially only 


5 Use cool transitions. The Slide 
Transition feature in PowerPoint 
enables you to smoothly transition 
from one slide to the next. In Normal 
view, select the slides you want to 
modify. PowerPoint uses default 
transitions unless you change them. 

From the Slide Show menu, select 
Slide Transition. The corresponding 
task pane will display such options as 
Cover Up, Dissolve, Fade Smoothly, 
Newsflash, and Wipe Up. You also 
can control variables, such as the tran¬ 
sition speed, from this task pane. If 
you want the same transition for all 
the slides in the presentation, click the 
Apply To All Slides button near the 
bottom of the task pane. 

6 Beautiful bullets. Bulleted 
items are common to slide pre¬ 
sentations. PowerPoint gives you 
many ways to beautify them. When 
you animate text slides, the special 
effects from the animation scheme 
will apply to the bullets as well. 
However, you can further customize 
the bullets you use. First, click the 
bulleted-list placeholder in the slide 
you want to change. From the Format 
menu, select Bullets And Numbering. 

In the dialog box that opens, click the 
Bulleted tab. You will see several 
varieties of bullet formats to use. You c 
click the Customize button to create your oi 
bulleted look. 


■ Enhance A Presentation. PowerPoint 
has scads of visual options to add to a presen¬ 
tation to spice it up. However, you can also 
use other sources to enhance a presentation's 
look and feel. The following tips provide 
some insight. 



Clip Organizer to start the search for a video. 
To add a video that's on your hard drive, open 
the Insert menu, select Movies And Sounds, 
and then Movie From File. Highlight the movie 
file you want to add in the dialog box and click 
OK. Movie files will usually have extensions 
such as .AVI, .MOV, or .GIF. 

9 Customize your video. Once you insert 
a video, you may need to resize its win¬ 
dow, which you can do with the sizing tools 
that accompany the slide the video 
displays in. To customize the video 
even more, select it on the slide, 
choose Custom Animation from the 
Slide Show menu, click the Add Effect 
button, and select an effect to add. 


io; 


window to choose a predefined slide format. 



• this. As picture- 
J perfect as your presentation 
may be, it can lack a certain some¬ 
thing without the appropriate sound 
effects. Adding a sound file, which 
likely will have either a .WAV or 
.MIDI extension, is similar to adding 
video. You can select from sound 
files on your hard drive by clicking 
Insert, Movies And Sounds, and 
Sound From File. You can also select 
a sound file from those on the Office 
XP installation CD. To do this, insert 
the Office XP CD. In PowerPoint, 
click Insert, Movies And Sounds, and 
Sound From Clip Organizer. 

4 4 Rearrange slides. You can 

I I easily change the order of the 
slides in your presentation by clicking 
a slide and dragging it to the new loca¬ 
tion. Do this using the thumbnail ver¬ 
sions of the slides on either the Slides 
tab or Outline tab in Normal view, or 
with full-size slides in the Slide Sorter 
view available on the View menu. 


You can customize even the smallest graphic details, such as bul¬ 
lets, in PowerPoint to make a visual statement. 


as an icon on the slide. During the presenta¬ 
tion, you can double-click the icon to open 
the document. 


8 * 

v 


k Add a video. Office XP bundles with 
) video clips you may find appropriate to 
use in your presentation. To add a video clip, 
choose Movies And Sounds from the Insert 
menu and click on Movie From Clip Organizer. 
Once the Insert Clip Art task pane opens, select 


dA Add narration. If you need to 

- create a presentation that will 

be given without a presenter to describe the 
content being shown, you may want to add nar¬ 
ration to the presentation. To do this, your sys¬ 
tem needs to have a sound card installed and a 
microphone connected. Display the slide you 
want to include narration for and click Record 
Narration from the Slide Show menu. The 
Record Narration dialog box will open. It will 
indicate the maximum number of minutes you 
can make the narration. Click OK when you're 
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ready to record. Move from one slide to the next 
at the appropriate times so that your words 
accompany the corresponding images. When 
you end the recording session, you'll be asked if 
you want to save the recording and the timings. 
Click Save to do so or click Don't Save to save 
only the narration. This process will embed the 
narration. PowerPoint also gives you an option 
to link the narration to your presentation. 

Customize your narration. Before, 
during, and after you record your nar¬ 
ration, you can adjust the settings of elements 


that will affect the narration. For example, 
before you record, you may need to click Set 
Microphone Level in the Record Narration dia¬ 
log box to make sure your PC's microphone 
isn't too loud or soft. If at any time during 
you're recording you need to pause, right-click 
the slide and choose Pause Narration on the 
pop-up menu. To resume recording, right-click 
the slide and select Resume Narration on the 
context menu. Before or after you record, you 
can adjust the sound options by clicking the 
Change Quality button in the Record Narration 
dialog box and choose Sound Selection. 


To play a presentation without sound, select | 
Set Up Show from the Slide Show menu and I 
click the Show Without Narration box. To play 1 
the presentation without the timings you save, ] 
click Slide Show, Set Up Show, and Manually 1 
in the Advance Slides section. 

M The reviews are in. Often, you may I 
need the input of colleagues. An easy j 
way to get reviews from others is to send a 1 
presentation via e-mail. To do this, point to I 
Send To on the File menu and click Mail j 
Recipient (For Review). If Outlook is your 1 
e-mail program, it should open automatically. I 
A new message will appear with a message in j 
the Subject line reading Please Review File 1 
Name. Your presentation will attach to the 1 
message, with a message in the message's I 
body reading Please Review The Attached j 
Document. Enter the addresses of the recipi- j 
ents and click Send. If you don't use Outlook, ] 
PowerPoint can provide instructions for using j 
the review tool with other e-mail programs. 

When you receive reviews back, double- 1 
click the presentation, and click Yes in the alert j 
box to combine the review version with the I 
original presentation. You can view the I 
combined version and accept or reject the I 
proposed modifications using the tools on the 1 
Reviewing toolbar. Access the toolbar by I 
clicking View and then Toolbars. If more than I 
one reviewer provides input, the comments I 
will be color-coded for easy identification. 

Protect with passwords. If you 1 

want colleagues to review your presen- ] 
tation but not make changes, protect it with a 
password. To do this, choose Options from the 1 
Tools menu and click the Security tab. Type a 
password in the Password To Open field. This ] 
will enable only those with the password to 1 
open the file. In addition, on the Security tab I 
you can customize the password so that others ] 
can open the presentation but not modify it. I 
This is essentially the same as creating a read- 1 
only file that only those who know the I 
password can use to insert comments. 

■ Make Your Point. The latest version of I 
PowerPoint has tools novices can grab hold of J 
and go to work with to create presentations 1 
that display flair and professionalism. Use the 1 
task panes and other new features in the pro- | 
gram to get your point across in style, [ls] 

by Rachel Derowitsch 


Advanced 


J ust as PowerPoint does¬ 
n’t limit you in the 
content you can add to a 
presentation, it doesn’t limit 
the way you can move 
through a presentation. By 
adding action buttons, you 
can jump from one slide to 
another (or to another file) 
nonsequentiaily. To create 
an action button, begin in 
Normal view with the slide 
you want to add a button to. 
Select Action Buttons on the 
Slide Show menu. Click the 
button type you want. The 
various shapes represent 
movements, such as next, 
previous, first, and last. 

Click the slide where you 
want the button to appear. 

In the Action Settings dia¬ 
log box that opens, tabs for 
Mouse Click and Mouse 
Over give you options to 
activate the action button, 
either with a mouse click or 
by holding the mouse 
pointer over a button. On 
either tab, indicate in the 
Hyperlink To drop-down 
menu where you want the 
jump to go to. Choices 
include Next Slide, a slide 
in another PowerPoint pre¬ 
sentation, an Internet loca¬ 
tion, or another file. 

To add more flair, assign 
a sound to the jump. To do 


this, check the Play Sound 
box in the Action Setting 
dialog box and select a 
sound from the menu. If 
your presentation will be 
given without a presenter, 
consider adding a text box 
(from the Insert menu or 
Drawing toolbar) to indicate 
what the jump does. 

Create a hyperlink. 

Although actions buttons 
can jump to a Web page, it’s 
not necessary to create an 
action button to do this. 
Instead, create and insert a 
text hyperlink that will acti¬ 
vate a Web browser. Begin 
by choosing a text place¬ 
holder on the slide that will 
contain the link and give it a 


descriptive name. From the 
Insert menu, select 
Hyperlink or click the Insert 
Hyperlink button on the 
Standard toolbar. The Insert 
Hyperlink dialog box will ask 
you to indicate if the link is 
for a file, Web page, point in 
the presentation, e-mail 
address, or document to cre¬ 
ate. Type the address of the 
Web page or e-mail location, 
or use the browse tool to find 
the location of the file on 
your hard drive. In the Text 
To Display field, type the 
words you want to describe 
the link. Click the ScreenTip 
button to create a line of text 
that will appear when the 
mouse hovers over the 
hyperlink and click OK. . 



Action buttons available from the Slide Show menu let viewers 
move around a PowerPoint presentation nonsequentiaily. 
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Accesses Internet radio, 
MP3s and stored CDs 
so easily, you won’t need 
help from your kids. 


Introducing the Wave/PC™ system. 

A revolutionary new product from Bose*. 

You don’t have to be young to make the most of your PC’s 
musical capabilities. Because now there’s the Wave/PC™ 
system. It doesn’t matter if you’re 7 or 
70, the Wave/PC™ makes it easy for you 
to go from Web radio to MP3s to stored 
CDs at the touch of a button. 


musical capabilitie: 


Access thousands of Net-streamed radio stations. 

You can listen to Web radio stations from around the world 
with the Wave/PC™ system. Its search feature lets you 
find the music you want quickly and easily. You can 
also download MP3 files through the Web and store 
them on your hard drive for later playback. 


O 


Store and organize your CDs on your PC. 

Record your CDs on your hard drive, so all your music is 
easy to access. Never suffer through those songs on a CD 
■ you don’t want, to listen to again. 
The Wave/PC™ system lets you 
select your favorite songs and then 
file them on your PC. You can even 
make compilations of your favorite 
songs from different CDs. 


System Includes: 
Software 
Audio Unit 
Remote Control 


It’s as easy as using the remote. 

The Wave/PC™ comes with a remote that lets you go from 
Internet radio to MP3s to your stored CDs without ever 
interrupting what you’re doing on your PC. Access preset 
Internet radio stations, music files and conventional AM/FM 
radio. With just a simple click of the remote, you can enjoy 
all the music you want on your PC. 

All this, plus Bose quality sound. 

To truly enjoy the variety of music you’ll have access to, 
you need to hear it through a great-sounding music system. 
That’s why the Wave/PC™ combines the power of 
your computer with the high-fidelity sound of 
acclaimed acoustic waveguide technology. So whether 
you’re listening to Internet radio, MP3s or your stored 
I1 CDs, you’ll hear all your music 
i rich, room-filling sound. 

Priced at $449, the Wave/PC™ 
system gives you endless music 
variety through your PC, along with the great sound you’d 
expect from Bose, all at the click of a remote. It’s so easy 
to use, you don’t have to be a kid to get it. 


Better sound through research ® 


Ask about making 12 interest-free 
monthly payments of just $37.42^ 


To order or for more information, call 1-800-399-2073 ext.P1081. 
Visit wavepc.bose.com e-code: pl081. Or visit a Bose Store near you. 

We invite you to demo it online, in a Bose Store or in your home, risk free, for 30 days. 











Outlook 2002 
Delivers 


Tips For Using 
Your E-mail 
& Much More 


O utlook has been an integral Office 
component since Office 97. Like pre¬ 
vious versions of this e-mail and ] 
PIM (personal information manager) appli¬ 
cation, Outlook 2002 manages e-mail, a 
calendar, contacts, and tasks. The newest 
version included in Office XP contains 
many improvements, however. The follow¬ 
ing are tips for using Outlook 2002. 

■ E-mail. The tips in this section center on 
Outlook 2002's enhancements and tools per¬ 
taining specifically to e-mail tasks. 

1 Create a single profile. A new E-mail 
Accounts interface easily manages multi¬ 
ple e-mail accounts from one location, 
including Web-based HTTP (Hypertext 
Transfer Protocol) accounts, such as Hotmail. 
To access the feature, click Tools and then E- 
mail Accounts. Click the Add A New E-mail 
Account radio button to add an account. You 
will need information about the specific 
account's e-mail service. 

This should be available 
from your ISP (Internet 
service provider). 

2 Change the Send 
account on the 
fly. By default, Outlook 
uses the first account that 
is listed in your E-mail 
Accounts to send new 
messages. When you reply 
to a message, Outlook 
defaults to the account 
that received the message. 

However, you may need 
to reply to a message using a different account. 

To do so, click the Accounts button next to the 
Send button in the message and select the 
appropriate account. 




Tidy up your Outlook 
a single interface using Outlook 
2002’s new Mailbox Cleanup tool. 


3 AutoComplete e-mail addresses. 

When you enter an e-mail address in the 
To, Cc, or Bcc lines, Outlook automatically 
completes the address if you have previously 
sent a message to that recipient. If Outlook 
finds multiple matches, it displays a list from 
which to select. To remove an address, select it 
and press DELETE. 

4 Keep tidy. Outlook 2002's Mailbox 
Cleanup tool streamlines the cleanup of 
Outlook. To access the tool, click Tools and then 
Mailbox Cleanup. Options 
include viewing the size of 
folders, searching for older 
items and items larger 
than a specific size, run¬ 
ning an AutoArchive tool, 
to move older items to an 
Archive folder, and emp¬ 
tying the Deleted Items 
folder. Using the cleanup 
utility, you can decrease 
your mailbox's size and 
make your computer run 
more efficiently. 


5 Write with Word. 

Unlike previous ver¬ 
sions of Outlook, the 2002 version uses Word 
as the default e-mail editor. Using Word, you 
can take advantage of Word's editing features. 


To set Word as the e-mail editor, click Tools, 
Options, and then the Mail Format tab. Check 
the box for the Use Microsoft Word To Edit 
E-mail Messages option. 

6 Change mail formats on 

the go. Regardless of how you 
edit e-mail, there are three choices 
for how text will appear: HTML 
(Hypertext Markup Language), | 
which supports bullets and bold J 
and italic typeface; Plain Text, I 
which doesn't support formatting; 
and Rich Text Format, which sup¬ 
ports text formatting but works j 
only with Microsoft mail programs. ] 
The format used will depend on the j 
e-mail program the message's I 
recipient uses or the format pre¬ 
ferred by your organization. Most j 
e-mail programs support HTML, j 
which gives you the most format- j 
ting options. Additionally, switch- 3 
ing formats for a particular message 
is easy. For example, if you normal- j 
ly use HTML but want to send a plain-text mes- | 
sage, elide the drop-down menu next to Options 
on a message's toolbar and select Plain Text. 

7 Breeze with Preview. Outlook's J 
improved Preview Pane quickly displays 3 
messages, opens attachments, and responds to 1 
meeting invitations without having to open the 3 
message. To activate it, click the Inbox folder 1 
and click Preview Pane from the View menu. J 
The view splits the window in two, with mes- 1 
sages at the top and the contents of a selected I 
message appearing below. 

■ Calendar. The following tips focus on 1 
Calendar, which organizes your personal and 1 
work-related information. 


8 Remind yourself. One of Outlook 2002's , 
nicest features is a unified Reminder dialog 1 
box. Previous Outlook versions displayed a sep- 1 
arate dialog box for each Reminder due. Outlook | 
2002 displays all due reminders in single box. 1 
You can also act on each reminder separately or 
press and hold CTRL to select a group of j 
reminders. You can dismiss all reminders at once i 
with the Dismiss All button, which is especially 1 
helpful if you're away from the office a few days, j 

9 Color your world. Outlook 2002 can j 
color-code Calendar appointments with 10 J 
colors that correspond to appointment types. 1 


88 Office XP / Learning Series 























with Outlook 2002’s new Calendar 
Coloring feature. Click the Calendar 
Coloring button on the toolbar to see 
the 10 colors and labels available. 


For example, gray is associ¬ 
ated with Vacation. The 
method to set a color type 
; is: 

• Right-click an appoint¬ 
ment and click Label 

• Double-click a time to 
open the Appointment 
dialog box and click the 
Label field 

• Click the Calendar Color¬ 
ing button (resembles a 
paint palette) on the 
Calendar toolbar 

4 Scheduling. 

IU When responding 
to meeting invitations, use 
the Propose New Time 
option to suggest a meeting time that better suits 
your schedule. Outlook 2002 also provides 
Accept, Tentative, and Decline options. If you 
frequently schedule meetings with the same 
people, use group scheduling to quickly notify 
group members of a meeting. If the group mem¬ 
bers share schedules (see the Advanced Tips 
sidebar), Outlook can determine when members 
have free meeting times. To create a group, open 
Calendar, click Schedules, and click New. 

■ Contacts. The following tips detail how to 
use contact information to increase productivity. 

rfj <| Integrate Instant Messaging. If you 

I I use Microsoft's Instant Messaging ser¬ 
vice, Outlook 2002 automatically logs you in. To 
activate your Instant Messaging buddies, create 
or modify a Contact and complete the IM 
Address field on the General tab. When you 
open the Contact or a message from a buddy, 
the InfoBar (a yellow banner below the toolbar) 
displays the buddy's online status. To send your 
buddy an instant message, click the InfoBar. 

4 Q Display your way. When you open a 
I £ contact, a new Display As field you can 
customize determines how Outlook displays the 
contact's e-mail address. By default, Outlook 
completes the field with the contact's name and 
e-mail address in parentheses. You can override 
this. For example, if two e-mail addresses are 
listed for one contact, Outlook assigns a Display 
As field to each. You can change the Display As 
description to easily distinguish the addresses. 



4 Q Addressing the 

I Oweb. Although 
previous Outlook versions 
can open Web pages, the 
feature is now easier to 
use. To view a Web page, 
you need to customize the 
Address bar. Point the 
mouse pointer at the verti¬ 
cal line next to the word 
Address to the right of the 
window. When the pointer 
turns to a double arrow, 
click the line and drag the 
bar to the left. This should 
display the Address field, 
plus Go, Stop, and Refresh 
buttons. To go to a Web 
page, type a URL (uniform 
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resource locator) in the Address field and 
ENTER. Outlook will display the Web page. 

You can navigate to other sites using the Back by Carmen Carmack 
arrows to the left of the Address bar. 


n all. When you receive 
1 and open messages, it's easy to acci¬ 
dentally leave them open. When you're ready 
to head home, go to any Outlook folder and 
select Close All Items from the File menu to 
close the messages simultaneously. 

■ Productivity & Efficiency. Microsoft 
states in the Outlook 2002 Product Guide that 
"a key design goal for the newest version of 
Outlook was to make working with e-mail, 
tasks, contacts, and appointments more intu¬ 
itive without requiring users to learn new 
ways of accomplishing their tasks or spend 
time searching for these tools." If appears 
that Microsoft met the goal with Outlook. 
Existing features in the program are now 
improved and easier to find, and new fea¬ 
tures make productive and efficient use of 
existing capabilities. @ 


Advanced 


Tips 


s. The following are gen¬ 
eral time-saving and Internet-related tips. 


I f you sign up for Microsoft’s 
new Free/Busy sen/ice or 
publish your schedule to an 
Internet or intranet location, 
you can share Free/Busy 
times from your Outlook 
Calendar with other users. In 
the past, you needed a 
Microsoft Exchange Server to 
share schedules. If you share 
schedules, Outlook can 
determine if attendees are 
free for the meeting. You can 
also use Outlook’s AutoPick 
Next feature to automatically 
find the next time all atten¬ 
dees are available. 

The Microsoft Office 
Internet Free/Busy service 
is a Web site you can use 
to share schedules. You 
can join by following the 
instructions available at 
http://freebusy.office 
.microsoft.com/freebusy 
/freebusy.dll. The site will: 

• Create a Passport (which 
amounts to a sign-in 
name and password) 


• Enable Outlook to work 
with the service (either 
automatically or manual¬ 
ly). Have the Office XP 
CD handy for the auto¬ 
matic option 

• Authorize other users 
to access your Free 
/Busy times 

• Invite others to join the 
service (others must use 
Outlook 2002 and Internet 
Explorer 5 or later) 

After enabling the service, 
Outlook automatically 
updates your calendar to the 
Free/Busy site. To specify 
the number of months to 
include and the frequency at 
which to update, click Tools, 
Options, Calendar Options, 
and Free/Busy Options. 

Rather than use the 
Microsoft service, you can 
publish Free/Busy informa¬ 
tion to an Internet or intranet 
site. To do this, you must 
have permission to save 


files to the site. Check with 
the site’s administrator to 
ensure you can do so. 

To enable Outlook with the 
site, click Tools, Options, 
Calendar Options, and 
Free/Busy Options. Like the 
Free/Busy service, you can 
define the frequency and the 
number of months to publish. 
To specify your site, check 
Publish At My Location and 
specify the site location. 
Specify the location of other 
attendee’s schedules in the 
Search Location field. To 
simplify sharing Free/Busy 
information, all participants 
should publish schedules to a 
common location. Enter the 
location in the Search 
Location field, followed by 
%NAME%.vfb, such as 
http://www.yoursite.com 
/freebusy/%NAME%.vfb. 
Outlook automatically 
replaces %NAME% with the 
appropriate information. □ 
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Web Pages 
Made Easy 

Tips For Using Frontpage 2002 To 



Design Your Site 

D esigning an effective Web presence 
without spending hours of pro¬ 
gramming time requires an appli¬ 
cation that easily produces documents in 
HTML (Hypertext Markup Language), a 
format commonly used to display Web 
pages. Microsoft FrontPage 2002 is a good 
choice for novice designers unfamiliar 
with HTML code and programming tags 
because of its wizards, tutorials, tem¬ 
plates, drag-and-drop support, and many 
visual elements. 

If you already use Office applications, 
you'll appreciate how FrontPage's toolbars, 
menus, shapes, WordArt, shadow tools, 
and themes resemble many of those in 
Word, Excel, and PowerPoint. In addition, 
integration with online Microsoft content 
lets you customize Web pages with head¬ 
lines and weather forecasts from MSNBC, 
search tools from MSN, and maps from 
Expedia. The following are tips for using 
FrontPage 2002 features. 

■ Simplified Use. FrontPage 2002 adds new 
interface improvements that simplify the pro¬ 
gram's overall use. In addition, productivity 
enhancements make it easy to add borders or 
background colors to text and graphic objects. 

I Open pages simultaneously. A new 

tab interface in FrontPage's Normal view 
lets you open several Web pages simultane¬ 
ously and switch between them to quickly 
compare text and graphic elements. To do so, 
click the Normal tab at the bottom of 
FrontPage's window. Click the File menu, 
Open, and navigate to the folder containing 
the desired Web page. Double-click the page's 
icon to open it. Repeat the steps to open addi¬ 
tional pages. To switch between them, click the 
Page icon on the Views menu to the window's 
left and click the page's tab in the main view¬ 
ing section. To create pages with a similar 
look, click an element on one page, press 
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CTRL-C to copy it, switch to another page, 
insert the cursor on the page where you want 
the element to appear, and press CTRL-V to 
paste it. 

2 Use beveled borders. To add a beveled 
border (which resembles a slanted 3-D 
border) around a graphic, click the graphic 
you want to use. The Pictures toolbar will dis¬ 
play. If it doesn't, click View, point to 
Toolbars, and click Pictures. Click the Bevel 
button. (Don't confuse the Bevel button with 
the Outside Borders button on the Formatting 
toolbar.) If you don't like the change, click 
Restore to remove the beveled border. To 
apply a conventional border to any side of a 
graphic, click the arrow to the right of the 
Outside Borders button and select a border 
style. Use the Borders And Shading command 
on the Format menu to adjust the border color 
and width. Use the Shading tab in the Borders 
And Shading dialog box to modify the graph¬ 
ic's background color. 

■ Photo Gallery. Using a FrontPage Photo 
Gallery, you can create a page that contains 


images and captions arranged in a ready-made j 
layout, such as a catalog of products. You can I 
use captions to display product names and 
prices; if you design, a personal Web site, use a j 
photo gallery to design a collection of family j 
or travel photos. 

3 Create a photo gallery. You can place I 
a photo gallery on an existing page or a j 
new page you create especially j 
for the gallery. To create a I 
gallery on an existing page, 1 
click in the page where you I 
want the gallery positioned, j 
Click Web Component from I 
the Insert menu to display the I 
Insert Web Component dialog I 
box. Click Photo Gallery from | 
the Component Type pane. 1 
FrontPage displays four photo J 
gallery layout options to the I 
right. Double-click an option ] 
to select it. (You can link sever- 1 
al photo gallery pages together I 
to create a photo album [more ] 
on this below], with each page ] 
in the album sporting a differ- I 
ent layout.) 

The Photo Gallery Proper- 1 
ties dialog box displays. Click 1 
Add to insert pictures from a ] 
folder, scanner, or digital camera. Navigate to 1 
the image you want to insert and double-click I 
it. Repeat the steps to add other pictures. To I 
arrange the order of the images, click the name 1 
of the image to select it and click Move Up or I 
Move Down. To add a caption or description, 1 
click the graphic to select it and enter a caption 1 
in the Caption field. The caption will appear I 
beneath the graphic. You can also enter a brief 1 
description in the Description field. Captions I 
and descriptions are options for all images I 
except those in a Montage layout. 

To add a new page you create especially | 
for a photo gallery, click the File menu, point I 
to New, and click Page. Alternatively, click I 
the View menu, click Task Pane, and in the | 
New Page task pane, click Blank Page in the 1 
New section. 

Edit an image. To edit an image in a 1 
photo gallery, double-click the image. The 1 
Photo Gallery Properties dialog box displays. 1 
Click Edit to access values for the picture's width I 
and height. If the Maintain Aspect Ratio option is I 
checked, changing the Height value will auto- I 
matically apply a relative change to the Width 1 












value, or vice versa. This prevents an 
| image's shape from becoming distort¬ 
ed. Other image adjustment options in 
[ the Edit Picture dialog box let you 
I rotate a picture in 90-degree incre¬ 
ments or flip a picture horizontally or 
I vertically in 180-degree increments. 

The Crop button trims an image. 

5 Delete an image in a photo 
gallery. To remove a picture 
[ from a photo gallery, click Page from 
I the View menu and double-click the 
photo gallery. The Phdto Gallery 
Properties dialog box displays. Click 
the Pictures tab, click the image to 
delete, and click Remove. Repeat the 
process to delete additional images, — 
or click OK to return to the open Web page. 



Frontpage 2002 provides primarily basic (but useful) editing tools 
to alter the images you add to a Photo Gallery. 


6 Create a photo album. To create a 
photo album that contains two or more 
photo gallery pages, first create the galleries. 
Then add a link, such as a hyperlink button, to 
S connect the gallery pages. To do this, be sure 
| you're in Page view. Position the cursor on the 
; page where you want the link to appear. Click 
Insert and then Navigation. The Insert Web 


Component dialog box appears. Click Link Bars 
in the Component Type pane to the left. Click 
Bar Based On Navigation Structure in the 
Choose A Bar Type pane to the right. Click 
Next. The Choose A Bar Style dialog box 
appears. Click a bar style. If your page uses a 
theme, click the Use Page's Theme option. Click 
Next. Choose whether the link's page orienta¬ 
tion will be horizontal or vertical and click 
Finish. The Link Bar Properties dialog box will 


display. Under the Hyperlinks To Add 
To Page section on the General tab, 
choose the hyperlink type you want' 
and click OK. 

■ Integration With Office Apps. 

FrontPage shares a look and feel with 
other Microsoft Office applications. It 
even shares several Office compo¬ 
nents, including Themes, menu bar 
options, and clip art libraries. Take 
advantage of this tight integration to 
share data, as well. 

7 Add a spreadsheet. You can 

drop an Excel spreadsheet into a 
Web page and have FrontPage auto¬ 
matically create an HTML-formatted 
table for the content. Locate the spreadsheet 
you want to turn into a Web table. Click the 
file's icon and drag it to the FrontPage Web 
page. FrontPage automatically converts the 
document to HTML format and opens it on 
the Web page as a table. Alternatively, you 
can select a range of cells in a spreadsheet, 
drag the cells to the FrontPage Web page, and 
drop them. FrontPage will create a table to 
hold the cells. 

8 Add a Word table. Like a spreadsheet, 
you can select a Word document table and 
drag it to a Web page. FrontPage will automat¬ 
ically create an HTML-formatted table. In 
addition, you can drag the icon for a Word 
document to a Web page and have FrontPage 
convert the document to HTML format. If the 
Word document contains a table, FrontPage 
will automatically convert this table into an 
HTML-formatted table. 

■ Easy Web Pages. FrontPage 2002 proba¬ 
bly won't completely win over true HTML 
code warriors, but it does give you more con¬ 
trol over HTML source code than previous 
versions. The program also includes dozens of 
templates, colorful themes, and three months 
of free Web site hosting. It also includes sup¬ 
port for optional e-commerce solutions via 
Microsoft's bCentral Commerce Manager 
Add-in, which provides templates for an 
online product catalog, shopping cart, and 
credit card processing. Overall, FrontPage's 
ease of use and content is a good match for 
novice and intermediate Web developers. 05 

by Carol S. Holzberg, Ph.D. 


Advanced 


F rontPage 2002 has sev¬ 
eral construction tools 
designed for ease of use 
and optimized for authors 
with minimal Web develop¬ 
ment skills. For example, 
the program’s shared border 
option is a time-saver you 
can use to add identical 
content to several pages at 
one time, rather than add 
content to individual pages. 
A shared border is a content 
area at the top, bottom, left, 
or right of a Web page that 
is common to many pages 
on the site. Much like a 
header or footer, a shared 
border can contain text 
and/or graphic elements, 
such as a navigation bar, 
logo, date/time the site was 
last modified, or 
Webmaster’s e-mail 


address. This content will 
display on all the pages 
using the shared border. 

To add a shared border, 
click the Format menu and 
then Shared Borders. The 
Shared Borders dialog box 
displays. Click the All Pages 
radio button to apply the 
shared border to all the 
pages on the site, or choose 
Current Page to set the 
shared border to just the 
current page. Next, decide if 
the border will appear at the 
top, left, right, or bottom of 
the pages. Also, decide if 
the shared border will con¬ 
tain a page banner or title 
and navigation bars. (You 
can customize page titles 
and navigation structure in 
Page view when the 
Navigation pane is visible. 


To do this, right-click a page 
in the Navigation pane, click 
Rename from the context 
menu, and enter a name for 
the Web page.) Click Border 
Properties to customize the 
look of the shared border, 
and then click OK. 

To turn off shared borders 
on a specific page, click the 
Page icon in the Views pane 
and click the tab for the 
page you want to remove 
the border on. Click the 
Format menu and click 
Shared Borders. The 
Shared Borders dialog box 
displays. Click Current page 
in the Shared Borders dialog 
and remove the checks from 
the shared border boxes to 
disable the shared borders. 
Click OK. □ 
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Forget The HTML 


2 Add files to a library. To add files to a 
li 


You Don’t Need It With SharePoint 
Team Services 


S harePoint Team Services is a 
technology that enables a project 
team to easily contribute data, 
ideas, and more to a collaborated pro¬ 
ject, regardless of where the team mem¬ 
bers are located. Because SharePoint is 
Web based, team members can stay in 
touch with project developments by 
logging into a SharePoint site from any 
computer with a Web browser and 


One of the best aspects of using a 
SharePoint site is that you don't need 
to know HTML (Hypertext Markup 
Language) or have Web page author¬ 
ing tools. The Web site features easy- 
to-use online forms to add and edit 
content. SharePoint can also integrate 
with Office XP applications to create, 
edit, and save documents. You can also 
exchange information, such as contacts, 
events, and spreadsheets, between the site and 
Office XP applications. 

There are two options for creating a 
SharePoint site. First, you can contract with a 
Web Presence Provider to host the site (see a list 
of available providers at http://www 
.microsoft.com/frontpage/sharepoint/WPP 
.htm). Second, you can install SharePoint on 
your own Web server. This requires your sys¬ 
tem to meet certain requirements, listed at 
http://www.Microsoft.com/frontpage 
/sharepoint/sysreqs.htm. You'll also need 
FrontPage 2002, which includes a program to 
install SharePoint Team Services on your server. 

A new SharePoint site includes a home page 
and other pages with which you can use your 
Web browser to create different Lists, includ¬ 
ing Announcements, Contacts, Events, Tasks, 
and Links. You can also create Document 
Libraries to store team documents in a central 
location. Additional features include online 
surveys and discussions. The following tips 
will acquaint you with SharePoint. 


The following tips focus on creating and using 
Document Libraries. 


I Create a Document Library. Using a 


■ Libraries. One of the most useful features 
in SharePoint is Document Libraries, which 
serve as a central online meeting place for team 
members to view and manipulate documents. 


ized library folders to hold files your team 
members needs to share. For example, you 
can create a library to store a collection of 
proposals, financial forecasts, or standard 
graphics all the members can access. 

By default, SharePoint includes a library 
named Shared Documents. A link to this is 
automatically included in the Quick Launch 
section on the home page. You can create a 
new Document Library by clicking either the 
Documents or Create link on the link bar at 
the top of site pages. 

After your team mem¬ 
bers add files to a library, 
you can view the list of 
files from the library's 
page. You'll see the file 
name, last date modified, 
and who modified the 
file. If the library contains 
Office XP documents, you 
can create and edit files 
from the library page. 


■ library, click Documents on the SharePoint 
link bar. Next, click the name of the library and 
click the Upload Document link. If you are sav¬ 
ing an Office XP document to a library, you can 
do this directly from the I 
applicable Office XP pro¬ 
gram (see tip 12 for more 
details on this). 


3 Centralize templates. 

When team members 
need to create new docu¬ 
ments with standard ele¬ 
ments, such as specific fonts 
or page layouts, you can use 
a document template and 
associate that template with 
a Document Library. When 
team members create new | 
documents by clicking the ■ 
New Document link in the 
library, the template auto¬ 
matically loads. Office XP 
users can also create new 
documents using library 
templates by clicking New 
from the application's File 
menu and then clicking the 
Templates On My Web Sites command. 


■ Add Items. SharePoint enables team mem¬ 
bers to add a host of items to a site to inform 1 
other members of critical dates, information, ] 
events, and more. Below are tips for creating I 
these items. 


4 Create an Announcement. The I 

SharePoint home page includes a conve- ] 
nient Announcements section that team 1 
members can use to post important informa- j 
tion. You can easily create an announcement I 
by clicking the Add New Announcement I 
link on the home page. If you want to I 
remove the announcement from the home I 


A SharePoint Team Services site includes a List page where mem¬ 
bers of a project team can easily create and manage Links, Tasks, 
Events, Contacts, and Announcements. 
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1 page at a specific date, enter that date in the 
I Expires field. 

! (■ Survey with ease. Collecting informa- 
vj tion and opinions from members is easy 
using SharePoint's Survey option. The inter- 
I face guides you through choosing formats and 
1 creating individual survey questions. To create 
a Survey, click the Create link on the link 
bar and click Survey. After you create 
the survey, team members can respond 
by clicking the Lists link from the link 
bar and clicking the survey's title. The 
survey page includes a Respond To This 
Survey link. Members can also view the 
responses of others to the survey. 

6 List Tasks, Events, and 
Contacts. SharePoint includes a 
Task feature that enables you to assign 
tasks to yourself and team members, 
with due dates and priority levels. You 
can also schedule events for your team 
and list team contacts. To create a Task, 
Event, or Contact, click Lists on the top 
link bar. Click'the type of list you want 
to create and click New Item (see tip 14 
for instructions on using Office XP 
applications to share Contacts and 
Events using Outlook 2002). 


can dictate how the items sort on the page by 
clicking the column to sort. If you want to 
reverse a sort order and list items from newest 
to oldest, click the column again. The Filter 
feature will display only information you want 
to see. For example, on a page that lists tasks, 
you can display only the tasks assigned to you. 
To apply a filter, click the Filter link in a list, 



The image shown here is an example of an event you can 
create on a SharePoint Web site. You can also conveniently 
export events to your Outlook 2002 calendar. 



7 Link Web resources. You can 

easily add links to certain Web sites 
team members need to view on the 
SharePoint home page. Just click Add 
New Link in the Links section of the 
home page. You can also create links from the 
3 in tip six. 


■ Appearance. Using the default view in 
SharePoint is fine, but the customization 
options available can help shape the site into a 
look more suitable for the team. 

8 Customize the home page. You can 

begin customizing the home page by sim¬ 
ply dragging and dropping items. Click Site 
Settings from the link bar. Under the Web Site 
Settings section, click Customize Home Page 
Layout. A page will display that lets you drag 
and drop components to your taste. If you 
have FrontPage 2002, you can further cus¬ 
tomize the appearance (see the Advanced Tips 
sidebar for more information). 


If you use Office XP applications and Internet Explorer 4.0 or 
later, you can click the Discuss icon on the IE Standard tool¬ 
bar to display a Web Discussions toolbar at the bottom of the 
window. Team members can use this to discuss SharePoint 
Team Services documents and pages. 


9 


Sort and filter. When you view a partic¬ 
ular list, discussion board, or library, you 


document library, or discussion board. In the 
list of column tides that displays, click the col¬ 
umn you want to filter and specify the criteria 
for displaying information. 

^ A Add and remove columns. In 

I w addition to putting information in a 
certain order, you can change the columns that 
display on list, document library, and discus¬ 
sion board pages. To add, remove, or edit 
columns, begin by loading the list, document 
library or discussion board. Click Modify 
Settings And Columns. The page that displays 
will let you add, edit, or delete a column. 

Select a view. With SharePoint's 
View feature, you can save the custom 
changes you make to lists, document libraries, 
and discussion boards. For example, you can 
save sorts, filters, and column changes. When 
you access a page for which you create a view, 


a link to the view appears in the left column of 
the page. You can also create a new default 
view, which SharePoint will automatically 
apply when you access that page. To create a 
new view, click Modify Settings And Columns 
on the page to alter and click Create A New 
View. Options for customizing columns, sort¬ 
ing, filtering, and determining the number of 
items to display are on the page that 
displays. You can also designate the 
new view as the default. 

■ Office XP Integration. The con¬ 
venient integration SharePoint has 
with Office XP applications lets you 
create and save documents directly 
from an XP application or on the site. 
The following tips will get you started. 

^ Q Create, edit, and save. To 

I m* work on SharePoint documents 
from your Office XP applications, you 
must first create a shortcut to the site. 
Open the applicable Office XP program, 
click Save As from the File menu, and 
click My Network Places from the pane 
to the left. Double-click the Add 
Network Places (or Add Web Folder) 
icon, select Create A Shortcut To An 
Existing Network Place, and follow the 
instructions in the Add Network Place 
Wizard to create the shortcut. 

After you create the shortcut to the 
site, you can create, save, and edit doc¬ 
uments from your Office applications. 

For example, to save a Word document 
directly to the site, open the document in 
Word, click Save As, click My Network Places 
from the pane to the left, select the shortcut to 
the SharePoint Team Services site, and open the 
document library you want to add the file to. 

You can also use the icons on the site's 
library pages to create and edit Office XP doc¬ 
uments. For example, you can click the New 
Document link to automatically open the 
Office XP program and template assigned to 
the library. When you save the document, it 
automatically stores in the document library. 


11 


IQ" 

I Using SharePoint, you can create dis¬ 
cussions about a Web page or file you view 
with your browser. If you use Office XP and 
Internet Explorer 4.0 or later, you'll see a 
Discuss icon on your browser's standard tool¬ 
bar. When you click the Discuss icon, a 
Discussion toolbar displays at the bottom of 
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the browser window. Using the 
toolbar, you can add to discus¬ 
sions about documents you dis¬ 
play in your browser. You can 
also view discussions and sign up 
to receive e-mail notifications of 
any changes to the document. 


A M Exchange information. 

I The various pages on your 
SharePoint Team Services site 
include links to import and export 
information to and from your 
Office XP applications. For exam- 
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SharePoint Team Services conveniently integrates with Frontpage 2002 
for advanced customization options for your SharePoint site. 


ment library or subscribe to a discus¬ 
sion board. To begin a subscription, 
go to the page in which you're inter¬ 
ested and click the Subscribe link. In 
the New Subscription form, select 
whether to be notified of all changes 
or limit your subscription to only 
additions, deletions, or modifications. 
Next, define your e-mail address and 
select the notification frequency. You 
can choose to be notified of every 
change or limit the notification fre¬ 
quency to once a day or once a week. 


pie, you can copy contacts from your Outlook 
Address Book and export contacts to Outlook. 
On event pages, you can click an event and click 
Export Event to copy it to your Outlook calen¬ 
dar. You can also export lists and surveys on 
your SharePoint site to Excel 2002. 


nicate and stay informed. The following tips 
discuss tools to streamline your team's commu¬ 
nication and collaboration efforts. 


■ General Productivity. SharePoint includes 
many features that help team members commu- 


Advanced 


Tips 


A lthough you can make 
changes to your 


SharePoint site using your 
Web browser, Frontpage 
2002 integration gives you 
more extensive customiza¬ 
tion options. For example, 
you can use Frontpage to 
apply themes, insert and 
delete graphics, and change 
navigational elements. 
FrontPage also makes it 
easy to accomplish the same 
tasks that you can accom¬ 
plish on the site with your 
browser, such as creating 
new lists, document libraries, 
surveys, and discussions. 

Working on a SharePoint 
site is slightly different than 
working on other Web sites 
in FrontPage. Rather than 
modifying a local version 
and copying it to the live site, 
you modify SharePoint 
directly. To open the site in 
FrontPage, click Open Web 
from the File menu. If you 
create a shortcut to your 


site, you can also open it 
from the My Network Places 
folder. After you open your 
site, review the tips below for 
some customization ideas. 


go back and apply the 
theme to all pages. 


Apply a theme. To change 
the standard SharePoint 
Team Services template to 
a different look and feel, try 
applying a FrontPage 
Theme. To begin, open the 
site’s home page. Next, 
click Theme from the 
Format menu and choose 
the option to apply the 
theme to the selected page. 
Browse the themes and 
choose the one you want. 
After choosing the theme, 
view the home page in your 
Web browser (the Preview 
Themes feature in 
FrontPage doesn’t work 
correctly with a SharePoint 
Team Services site). After 
you’re satisfied with how 
the theme looks on your 
home page, you can then 


Insert a graphic. To customize 
your site, you may want to add 
your company logo or other 
custom graphic elements. To 
add a graphic to a SharePoint 
page, open it in FrontPage, 
place the cursor where you 
want the graphic, click Picture 
from the Insert menu, and click 
From Re. Browse to the image 
file and dick Insert to place the 


Create Lists, Document 
Libraries, and Surveys. 

Although you can create new 
items directly on the site 
using your browser, 
FrontPage integrates with 
SharePoint to do this and 
similar tasks directly from 
FrontPage. To create a new 
item from FrontPage, click 
New from the File menu and 
then select Document 
Library, List, or Survey. □ 
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-fl gy Get there quick. The SharePoint 
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H C Subscribe to change. Use the 

lUl 


Subscribe feature to receive automatic e- 
mail notification of changes to pages on your 
SharePoint site. For example, you can learn 
when team members add documents to a docu- 


site includes a Quick Launch bar to 
link to popular or important areas of the site. 
When you create a document library, discus¬ 
sion board, survey, or list, you can add the 
item to the Quick Launch bar. If you want to 
add an existing item, load its page in your 
browser and click the Modify Settings And 
Columns link. The Customize page that dis¬ 
plays includes a General Settings section, 
with a Change General Settings link. Click 
this link and answer Yes to the Quick Launch 
question in the Navigation section. 


4 ^ Discuss It. You can hold online 

I ■ c 


' discussions about important project 
topics with SharePoint. Discussions not only 
let your team communicate about project 
issues, but also serve as a record of team 
activities and decisions. The Quick Launch 
bar includes a General Discussion link, which 
is a discussion board that comes with the 
SharePoint Team Services site. Use the 
General Discussion board to hold discussions 
or create a new discussion board for a specif¬ 
ic topic. To create a new discussion board, 
click the Create link from the top link bar and 
click Discussion Board. 


■ Boost Productivity. With SharePoint, 
project teams can communicate, collaborate, 
and be more productive, without a lot of train-. 
ing or demand on system administrator 
resources. Although neither is required to use 
SharePoint, integration with Office XP applica¬ 
tions and FrontPage 2002 brings additional 
benefits to your team. If your team is interest¬ 
ed in taking advantage of SharePoint, consult 
with your system administrator to determine 
the best method to get started with this excit¬ 
ing new technology. Us) 


by Carmen Carmack 



















Let Your Voice 
Be Heard 

: Tips For Using Voice Commands 
In Office XP Applications 


A h, voice recognition. It 
seems that after 30 
years of watching "Star 
Trek" reruns, we're finally 
approaching the age where 
computer technology lets us 
talk to our PCs almost in the 
same way that Captain Kirk 
issued instructions to comput¬ 
ers on the Enterprise. 

Speech recognition software 
has come a long way in the last 
10 to 15 years, but it's still not 
perfect. Microsoft now enters 
the market with Office XP's 
speech recognition capabilities, 
including engines for Simplified 
Chinese, U.S. English, and 
Japanese. Just how good is the 
component? After hours of 
experimenting (including writ¬ 
ing this article entirely through 
dictation), we can surmise that 
it's not bad, but there's lots of room for 
improvement. As users begin to besiege 
Microsoft with feedback, the product will get 
better. For now, though, it has some catching up 
to do with other packages, not the least of 
which is IBM's ViaVoice. 

This said, most users should be relatively 
happy with Microsoft's tool. The thing to 
remember is that absolutely no voice recognition 
software is perfect, and absolutely no voice 
recognition software is meant to be a 100% 
replacement for the mouse and keyboard. 

H Requirements & Installation. You need 
a few things to use speech recognition. The 
first is a headset microphone. Don't skimp on 
this; you get exactly wha't you pay for. You 
also need a sound card or USB (Universal 
Serial Bus) port. You may need an extension 
cord if your headset's cord is too short. Make 
sure your sound card works properly, and set 
up the headset according to manufacturer 



instructions before installing Office XP's 
speech recognition engine. 

The engine doesn't install with a regular 
Office XP installation. Instead, it installs at first 
use. Installation is the same no matter what 
application you launch it from, but we 
installed it from Word. 

To install the speech recognition tool, insert 
your Office XP installation CD in the CD-ROM 
drive tray. In Word, click Tools and then 
Speech. You'll see a message reading Microsoft 
Word Can't Load Speech Recognition Files. 
This Feature Is Not Currently Installed. Would 
You Like To Install It Now? Click Yes. 

When installation completes, a welcome 
wizard appears. Click Next. In the Microphone 
Wizard dialog box, an animated graphic will 
display the proper positioning of your headset. 
Make the necessary adjustments and click 
Next. In the Microphone Wizard—Test 
Microphone dialog box, repeatedly read the 
sentence that displays until the volume meter 


stays in the green area and click Next. In,the 
Microphone Wizard - Test Positioning dialog 
box, you'll have another chance to reposition 
the microphone. Now click Finish. 

You should see the Voice Training—Default 
Speech Profile dialog box, where you'll read 
introductory text and click Next. The wizard 
asks for your gender and age. Make your 
selections and click Next. The wizard then 
instructs you to read the on-screen tips. Click 
Next, and in the next dialog box, read the on¬ 
screen introduction and click 
Next again. 

You'll go through a series of 
screens with sample text. Read 
them naturally without enunciat¬ 
ing the punctuation. When you're 
done, you'E see a dialog box that 
displays a progress indicator bar 
while your speaker profile 
updates. When the update com¬ 
pletes, you will see a Thank You 
For Training message. In the same 
dialog box, a paragraph claims that 
initially you'E experience an 85% 
to 90% recognition rate, which wiE 
increase to 95% with use and time 
(although we faEed to see a consis¬ 
tent 80% accuracy rate in our use). 
CUck Finish. 

A tutorial is also available in 
Internet Explorer. Even if you're 
familiar with speech recognition, 
take the time to watch this.. The 
Language toolbar, described in 
the next section, wiE appear in the appEcation 
you have open. 

■ Simon Says, “Dictate Documents.” We 

were surprised at how little documentation 
actually exists for speech recognition with 
Office XP compared to other speech recogni¬ 
tion packages we've used that bundled 
lengthy manuals. However, speech recognition 
in Office XP is fairly simple. 

To start dictating in Word, chck the mouse 
cursor at your starting point. Click the 
Microphone button on the Language toolbar. 
You should be able to begin talking. If your 
dictated text isn't being captured, click the 
Dictation button or say, "dictation," "dictate," 
or "dictating." Dictate your text in a normal 
speaking voice, at a normal or slightly slower 
speech rate. It may take practice to strike the 
right balance. 

As you dictate, the field on the Language 
toolbar displays messages. If dictation is going 
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The Add/Delete Word(s) screen lets you add a word that you highlight 
in your file, or a series of words that you know you use frequently in 
your documents, to the speech recognition dictionary. 


fine, the word Dictating appears. If 
you're speaking too low or fast, 
you'll see messages that reflect this 
or a What Was That? message, If you 
don't like something you just dictat¬ 
ed, undo the dictation verbally by 
saying, "scratch that." (We executed 
this command as many as six times 
in a row to undo dictations.) 

To execute a command verbally, 
click the Voice Command button or 
say, "voice command." Say the com¬ 
mand you want, such as "save file," 

"page up," or "font." The command 
you issue will display in the field on 
the Language toolbar. If you execute 
a command with the mouse or key¬ 
board, the blank field on the 
Language toolbar will display the equivalent 
verbal command. To switch gears again, say, 
"dictate" or click Dictation. 

To stop dictating, turn the microphone off by 
clicking the Microphone button or saying, 
"microphone." The Language toolbar will con¬ 
tinue to display but will only show the 
Correction (in Word and Outlook), Microphone, 
and Tools buttons. 


The Tools button contains several options 
that help you train the software, add words to 
the dictionary, create custom speaker profiles 
for different users, and adjust microphone and 
recognition speed settings. (You can also reach 
these tools by clicking Start, Settings, and 
Control Panel, and then double-clicking 
Speech.) Most of the tools we will cover later 
in this article. Some tools, such as creating cus¬ 
tom profiles, we won't cover, but they are well 
documented in the online help. 

Take some time to play with and acclimate 
yourself to the speech recognition software 
before you rely on it to produce a lengthy busi¬ 
ness proposal on deadline. The help files on 
the Language toolbar also provide numerous 
topics for speech commands; you'll want to 


print these and post them somewhere handy. 
The remainder of this article offers tips to help 
you become a savvy speech recognition user. 

■ Train, Train, Train. We can't stress 
enough the importance of training the soft¬ 
ware. The speech recognition accuracy rate 
improves with training, which includes dictat¬ 
ing your own documents and sample readings 


in the software. We only did the initial read¬ 
ing sample in the installation wizard after 
installing the engine, and then dictated a let¬ 
ter. The recognition accuracy rate was less 
than stellar, but it improved dramatically 
after we read all the samples in the Voice 
Training wizard. 

1 Access the wizard. On the Language 
toolbar, click Tools. From the menu, 
select Training. In the Voice Training dialog 
box, select a sample reading from the provid¬ 
ed list and click Next. Follow the wizard 
until you finish the sample reading. Click 
More Training for another reading. The text 
in the sample readings may bear little resem¬ 
blance to documents you create, but these 


training exercises will build a pro¬ 
file for your speech patterns by 
attempting to build an accurate 
model of your pronunciations, pace 
of speech, and modulation. 

2 Listen to your voice. It's 
easy to understand that dictat¬ 
ing with a cold might impede the 
speech recognition accuracy rate, but 
there are smaller, less obvious fac¬ 
tors to consider. For instance, being 
very tired causes the voice to drop 
lower and speak slower for some 
users. No matter how good your 
headset is, if you speak too softly, 
the software won't hear you. If you 
speak too slowly, the software won't 
join your words together properly. (The 
speech recognition engine works better with 
phrases than with single words.) In addition, 
longtime allergy sufferers will attest that early 
mornings and late evenings during peak aller¬ 
gy seasons make for raspy voices. This can 
confuse the software. If you dictate at these 
times of the day, consider having a drink near¬ 
by to dear your throat. 

3 Speak first, edit later. We encoun¬ 
tered many problems when trying to 
edit while still in Dictation mode—usually in 
the way of the software hanging. The result 
was the software locking up all of Word for 
long periods of time, clearly showing the 
software was confused when we tried to 
switch gears. The confusion is understand¬ 
able but also annoying after working with 
speech recognition tools that handle this rela¬ 
tively well. Consider either dictating your 
entire document and then making correc¬ 
tions, or dictate in sections. However you 
edit, make sure the microphone is off, or 
you'll confuse the software as you think out 
loud while editing. 

4 The headset isn’t a fashion acces¬ 
sory. As you're dictating and reach a 
section that isn't coming to mind easily, but 
you don't want to turn the microphone off on 
the Language toolbar, take the headset off 
and place it away from you. Otherwise, the 
microphone will pick up and try to transcribe 
every "scratch that" you utter, which can 
wreak complete havoc on text already dictat¬ 
ed. (By the way, "scratch that" is a bona fide 
voice command that deletes the last string of 
text dictated.) 



The three images above display various states of the Language toolbar, which displays in 
Office XP applications when using Microsoft’s speech recognition engine. 

A. The Language toolbar when the microphone is off. 

B. The Language toolbar when the user switches from Dictation to Voice Command mode. 

C. The Language toolbar when the user is dictating. 
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Also, if you tend to walk around the room 
as you think, consider your environment. 
Good headsets can pick up nearby TV 
sounds, cats meowing, and noisy air condi¬ 
tioners, which place all sorts of gobbledy- 
gook in your document. 

5 Be honest about corrections. When 
correcting text, try to use a method that 
attempts to link words with their recorded pro¬ 
nunciations. This may seem trivial (we're the 
first to admit it's sometimes easier in any speech 
recognition package to highlight and type over 
■ errors), but we did notice improved accuracy 
I rates when we used the correction tools. 

I Our preferred method initially is to high- 
I light an incorrect word, phrase, or number and 
I dictate the correction. In addition, you can 
I right-click an error and look for the correct 
I entry in the context menu. Alternatively, high- 
I light the error, click Correction on the 
l Language toolbar, and select your correction 


from the menu that dis¬ 
plays. Initially, though, we 
found the choices on these 
menus unsuitable. 

6 Your time is money. 

Although the Voice 
Command mode lets you 
call menu commands and 
make selections from dia¬ 
log boxes, it sometimes 
takes two or three times 
longer than using your 
mouse or keyboard to per¬ 
form the same tasks. Even 
when voice command 



When you use the Learn From 
Document tool with an existing 
document, you can quickly build up 
the speech recognition dictionary 
with words, names, portions of Web 


modes perform consistently, the mouse/key¬ 
board method is often still better. Nowhere is 
this demonstrated more clearly than in Excel. 

7 Pay attention to chronic errors. When 
you dictate, errors can occur because the 


Advanced 


Tips 


P art of the speech recog¬ 
nition training process is 
building a recognition dictio¬ 
nary so the software doesn’t 
trip over proper names, 
industry jargon, and regional 
expressions. To get yourself 
going quickly, use your 
existing documents to build 
the dictionary. 

To do this, open a Word 
document, click Tools on the 
Language toolbar, and select 
Learn From Document. Give 
the software a few moments 
to scan for unrecognized 
words. When it’s done, the 
Leam From Document win¬ 
dow will list unrecognized 
words. If you see nonsensical 
choices, such as e.g. being 
separated into e and g, get 
rid of them by highlighting 
them and clicking Delete. 

Add words in successfon. 

You can quickly add entire 
lists of words, and even 
recordings of their pronunci¬ 
ations, to the recognition 


dictionary. To do so, click 
Tools on the Language tool¬ 
bar, select Add/Delete 
Word(s) from the menu, and 
in the resulting dialog box, 
type your word in the Word 
field. Click the Record 
Pronunciation button and 
say the word. To remove a 
word from this list, highlight 
it and click Delete. 

Because some words in 
this list come from the 
Learn From Document fea¬ 
ture, you can go back and 
record a pronunciation for 
them. To do so, highlight a 
word, click Record 
Pronunciation, and say the 
word. Unfortunately, 
because playback is done 
with one of two computer¬ 
ized voices (and not your 
own, as in other packages), 
pronunciation recordings 
can be mangled. Oddly, we 
were sometimes better off 
not doing our own record¬ 
ings and letting the soft¬ 
ware handle them. 


Save speech data spar¬ 
ingly. When you save your 
speech input data, you can 
hear recordings of your dic¬ 
tated text from the 
Correction list after you 
save your file. This means 
that if you do your dictation 
in one session and your 
corrections in another, you’ll 
be able to hear what you 
originally said when you 
right-click on an error in the 
file. To turn on this feature 
in the application you’re 
working on, click Tools and 
then Options. On the Save 
tab, click the box for Embed 
Linguistic Data. Click OK. 
On the Language toolbar, 
click Tools and select Save 
Speech Data. This option 
will remain on until you des¬ 
elect it. When you don’t 
save this data, your dictated 
text is only available until 
you save a file. When you 
open the file again, you 
won’t be able to hear your 
recorded data. Qa., 


software doesn't recognize a 
word. Sometimes this can 
make you aware of sloppy 
speech habits you have. For 
example, you may find a 
non-native English speaker 
can find it sometimes hard to 
understand an American 
because of how we can run 
words together or demote a 
syllable's strength—making 
it sound as if we're saying 
something entirely different. 
These habits tend to show 
up when you dictate to 
speech recognition software. 
If you find the software continually transcribes a 
word incorrectly, listen to yourself say the word, 
or say it into a tape recorder and play it back. In 
most cases, you'll be able to hear exactly where 
the software is confusing your words. 

If the software still doesn't understand 
what you're saying, try spelling the word. To 
do this while you're dictating, just say 
"spelling mode," and then quickly spell the 
word. If you spell too slowly, however, the 
word will look like a mutated acronym, such 
as error becoming E.R.R.O.R. 

■ Every Rose Has Ttioms. There are good 
things to say about Office XP's speech recogni¬ 
tion engine, but users should know some things 
upfront. First, if voice recognition runs for long 
periods of time, it tends to max out memory 
resources on even well-equipped PCs. In addi¬ 
tion, switching between Dictation and Voice 
Command modes can hang your system. 

Also, Voice Command mode doesn't consis¬ 
tently work (as documented on Microsoft's Web 
site), and the software can be obnoxious overall 
about locking up or exhibiting strange behavior 
when making corrections (by any of the avail¬ 
able methods) while still in Dictation mode. 
Other packages we've used aren't as touchy. 
Finally, the microphone doesn't always click off 
as quickly as it should. 

We recommend reviewing Microsoft's 
Knowledge Base (http://search.support 
.microsoft.com/kb) of articles before using 
speech recognition. Knowing where problems 
are can save you frustration later. You may even 
decide to avoid Voice Command completely 
and stick strictly to the dictation tool until 
Microsoft works out some kinks. [3 

by Whitney Potsus 
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Give Them 
Something 
To Talk About 


Tips For Livening Up Tables & Charts 
With PowerPoint 2002 


C reating a table or chart used to mean 
using Word and relying heavily upon 
the TAB key. Needless to say, the 
results were often boring. Today, even the 
most novice users can create eye-catching 
tables and charts in PowerPoint 2002. The fol¬ 
lowing tips will get you started using 
PowerPoint's new, improved, and easier-to- 
use features. 


1 Create a basic table. To begin, display 
the slide on which you want a table to 
appear and click the Insert Table button on the 
toolbar. On the grid that appears, decide how 
many columns and rows you want by clicking 
the pointer in the table. Drag it to 
the right to add columns and down 
to add rows. When you release the H 
mouse button, the table should ^ 
insert in the slide. The Tables And * 
Borders toolbar will appear (more 
on this later). 

You can also click Table on the 
Insert menu to create a table, but ^ 
this won't display the table grid I 
that appears using the Insert Table I 
tool. Instead, it opens the Insert I 
Table dialog box, forcing you to Hi 
enter the number of rows and I 
columns for the table instead of Hi 
simply clicking and dragging. 

To move the table to a different HH 
location on the slide, there are a I 
couple of options. One is to move ^H 
the pointer over a table border. 1 
When the pointer turns to a four- SH 
headed arrow, click and drag the sSr 


table to the desired location. Another option is 
choosing another layout scheme from the Slide 
Layout task pane to the right of the window 
and applying it to the slide. 


■ Back To The Basics. Creating a basic 
table in a PowerPoint presentation doesn't 
need to be difficult. The following tips will 
get you started. 


you can quickly make editing changes right on i 
the slide that contains the table. Just double-click , 
the table and use the TAB or arrow keys to j 
move from cell to cell. Change the content by 
using the BACKSPACE or DELETE keys or by j 
typing over old text, just as you would in a 
Word document. 


2 Enter data. With your table in place, you 
can begin entering data in cells, which are 
the spaces created by the intersection of rows 
and columns. If you click in a cell, a cursor will 
appear and you can begin typing your data. To 
move from cell to cell, use either the TAB or 
arrow keys. Be careful when using the TAB 
key when you reach the end of the table, 
because this can add more rows to your table if 
all the cells are full. 


4 Resize the grid. Resizing the table is 
possible, but it's a bit trickier. For exam¬ 
ple, let's say you want to shorten a row or I 
widen a column. To do this, move the pointer i 
to the appropriate grid border until the pointer j 
changes to a double-headed vertical or hori¬ 
zontal arrow. Click and drag the border until 
you reach the desired dimensions. If you 
decide later that you prefer the cells to be the 
same size, use the Distribute Rows Evenly and I 
Distribute Columns Evenly buttons on the j 
Tables And Borders toolbar. 


3 Edit your content. A nice feature about 
creating a table in PowerPoint is how easy 
it is to edit data. Because the table isn't imported 
in the PowerPoint file from another location, 



5 Use Tables And Borders. The tools on 
the Tables And Borders toolbar are indis¬ 
pensable when you want to move beyond a 
basic look for your table. (You can find similar 
tools by clicking Table from the Format menu.) 
There are too many tools to describe here, but 
the following are worth highlighting: 

• Use the Border Style, Border Width, and 
Border Colors options to alter the appear¬ 
ance of a table's borders. 

• Click the Down arrow next to the Fill Color 
button to access a rainbow of colors to add a 
background hue to a table. To see more 
options, click More Fill Colors. Click Fill 
Effects to display textures, pat¬ 
terns, and shading options. 

To split a cell into two cells, j 
click inside the cell and click the ] 
Split Cell button. To make the 


cell one again, click the Merge | 
Cell button. 


• The Align Top, Center Vertically, 
and Align Bottom buttons are 
another group of related tools. 
Use them to position text in the 
cells according to the button. 

• Click the Table drop-down list on 
the toolbar to access commands 
that will insert or delete columns 
and rows or select an entire col¬ 
umn or row for quick editing. 


■ Chart It. You can liven up a pre¬ 
sentation by using charts, graphics, 
or other elements. The following are 
tips to do so. 
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6 Insert a chart or graph. When you add 
a chart or graph to a PowerPoint presenta- 
I tion, you'll often want to import a file created 
1 with another application, such as Excel. Before 
I you insert the chart, however, the slide on 
E which you want to place it must be in the cor- 
I red layout. The layout must have a placeholder 
I for the chart. To make sure the layout does, use 
I the Slide Layout task pane to select a layout 



The Fill Effects dialog box, available from the 
Tables And Borders toolbar, has options to add 
textures, patterns, and shading to a table. 



PowerPoint 2002 gives you a multitude of chart 
types and sub-types to select from to best suit 
the information you are displaying. 


with a placeholder (a box-shaped element on 
the slide that holds the charts) for a new slide. 
If you're using an existing slide, click Slide 
Layout from the Format menu and choose a 
layout with a chart placeholder. 

A second way to add a chart or graph is by 
using Microsoft Graph, a utility that comes with 
PowerPoint. Microsoft Graph isn't a full-fledged 


application like Excel, but it's easily accessible 
by double-clicking the chart placeholder or 
clicking the Insert Chart button. Graph will dis¬ 
play a dummy chart you can modify with the 
tools from the menu bar and toolbar that are 
native to Graph. In addition to the chart, you'll 
see a datasheet, which is a table that holds the 
data associated with the chart. You can edit the 
data in the datasheet or import data from anoth¬ 
er file using the Import File command on the 
Edit menu. 

7 Change the chart type. You don't have 
to stick with the default chart type when 
you create a chart with Graph. To change the 
chart's look, click the chart and select Chart 
Type from the Chart menu. On the Standard 
Types tab, select a Chart Type and a Chart 
Sub-type. Options include Pie, Line, Bar, and 
Bubble. More chart varieties are available on 
the Custom Types tab. 

8 Add clip art. If the data in your table or 
chart isn't visually sufficient, jazz up the 
slide with clip art. Insert graphic images stored 
on your hard drive by clicking Picture and 
then From File from the Insert menu. If you 
insert a picture, the Picture toolbar opens. The 
tools here adjust the color, brightness, and con¬ 
trast of the image, as well as crop and rotate 
the photo. 

Select images in the Office Clip Organizer 
by clicking the Insert menu, pointing to 
Picture, and clicking Clip Art. Iftis displays 
the Insert Clip Art task pane to the left of the 
window. Use the options here to search for 
images and drag them to your slide. Once the 
image is on the slide, use the handles that 
appear around the art to move or resize it. 

9 Animate tables and charts. Tip 5 

describes how to dress up a table by alter¬ 
ing borders and using fill colors. Another way 
to enhance a table or chart is by applying an 
animation element or scheme to the slide. 
Click the Slide Show menu and click 
Animation Schemes, a new feature in 
PowerPoint 2002. From the task pane that 
opens, you can choose from various Design 
Templates, Color Schemes, and Animation 
Schemes. The latter will give your slide motion 
after you customize how the slide's title will 
appear, be it an option to fade, zoom, com- 
press, or dissolve in. 

You can also open the Custom Animation 
task pane from the Slide Show menu. Once 
you do, click the Add Effect button to give 


Advanced 


A new feature to Office XP is an 
Organization Chart tool, which creates 
charts that depict relationships right on a 
PowerPoint slide. To do this, open an 
empty slide. On the Insert menu, click 
Diagram (or choose the tool from the 
Drawing toolbar). Select the organization 
chart and click OK. The Organization 
Chart toolbar will appear. Four buttons on 
the toolbar will let you do the following: 

• Insert another box in the chart in the 
subordinate, coworker, or assistant 
position 

• Choose another layout for the chart, 
such as Left Hanging or Right Hanging 
• Select an entire level or a branch, 
among other options, for easy editing 
• Open the Style Gallery to alter the 
shape and color of the boxes with pre¬ 
set design schemes 

A good organization chart needs a title, 
which you can add by using the Text Box 
tool on the Drawing toolbar. To add text to 
this or any of the chart’s boxes, simply 
click in the box and type. □ 


your table or chart a grand entrance or exit 
when the slide on which the effect appears 
plays. You can apply the same special effects 
to specific text or objects in a table or chart. 

4A Layer graphic images. Objects on 
I w slides exist in their own layers, so some 
objects may appear to cover up pr partially 
obscure others. To create or alter this effect, 
select an object, and click Order from the Draw 
menu, which is located on the Drawing tool¬ 
bar. Click Send To Back. Alternately, you can 
move an object to the front of the slide by 
choosing Draw, Order, and Send To Front. 

■ Sizzle Up Your Slides. As you can see, 
creating colorful, dynamic charts and graphs 
doesn't require a degree in graphic design. 
You just need to spend a little time learning 
your way around PowerPoint. Give the TAB 
key and Word a rest and bring your charts and 
graphs into the XP generation. @ 

by Rachel Derawitsch 
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Pump Up 
With Publisher 

Tips For Adding Muscle To Your 
Business & Personal Publications 


I f you produce publications for 
business or personal use, you'll 
appreciate the new features in 
Microsoft Publisher 2002. You can 
purchase Publisher as a standalone 
product for about $130. It's also 
being packaged for a limited time 
with Office XP Professional Special 
Edition. If you upgrade, the cost is 
about $100 (without a $30 rebate) 
for licensed users of an earlier ver¬ 
sion. We'll take a look at several 
new features in Publisher 2002 and 
provide tips to put them to work. 

■ The Tools. It is easy to create 
a publication in Publisher 2002 
choosing from a gallery of visual 
design samples. We will show 
you how to choose and then mod¬ 
ify a publication using Publisher's 
task panes. 


I Use the task pane. When you open 
Publisher 2002, you'll see XP's new task 
pane feature on the left side of the Publisher 
window. Task panes are the hub of operation 
for Publisher 2002 because the tools you'll 
most frequently need, such as those that cre¬ 
ate and modify publications, are located in 
task panes. You can close and reopen the task 
pane by clicking the View menu and choos¬ 
ing Task Pane. However, leave the task pane 
open while you learn to use Publisher and 
create a publication. 

2 Work with task panes. To see how 

versatile and helpful a task pane can be, 
use the New Publication task pane to choose 
a design for a new publication. The task pane 
should open automatically when you open 
Publisher. Toward the middle of the task 
pane, Publisher lists different publication 
types to choose from. Scroll the list of publi¬ 
cation types and click Newsletters. To the 



you can create a publication with. For our 
example, switch back to By Publication Type 
and click Invitation Cards. Choose Birthday 
Party. On the right side of the window, click 
the sample called Slice of Cake Birthday 
Party Invitation. To the right, you should see 
a new publication based on the design. The 
task pane is now called Invitation Options, i 
At the top of the task pane, click Publication 
Designs. To see how quickly you can change 
the design of the invitation, click the Cake 
And Hat design in the Apply A 
Design section that appears in 
the task pane. To return to the 
Invitation Options task pane, 
just click Invitation Options at 
the top of the task pane. 


4 Do it with style. With a 
ci 


right/you should see sample newsletter 
designs in the main working area. You can 
use the vertical scroll bar to the right to view 
the various designs available. 

Thus far, you will have been looking at 
designs grouped By Publication Type. You 
can also view designs grouped By Design 
Sets and By Blank Publications. To do this, 
look to the top of the task pane to the drop¬ 
down menu that shows By Publication Type. 
Click the Down arrow to the right of By 
Publication Type and choose By Design Sets. 
To the right, you'll see individual pieces of a 
design, such as an envelope, business card, 
and letterhead. As a rule of thumb, if you're 
creating a one-off publication, use By 
Publication Type to choose your design. If 
you're creating a set of printed materials for 
a new business, choose By Design Sets so you 
can see in advance how each piece will look. 

3 Create a publication. You should 
now be ready to choose a design that 


couple of clicks> you can 
automatically change the color 
scheme and typefaces in your 
publication. In the task pane, 
dick Color Schemes to see other 
color schemes you can apply to 
your publication. Scroll the list 
in the task pane and then click 
Sagebrush. If you want to 
change the typefaces in your 
publication, click Font Schemes 
in the task pane. Font Schemes 
are sets of complimentary fonts 
chosen by professional designers 
that will automatically replace 
the fortts in your publication. 

In the task pane, scroll to the bottom of the 
Font Schemes list and click Verbatim. Notice 
how the typeface changes in your invitation. 
You can customize selected text after apply¬ 
ing a font scheme by using the Styles And 
Formatting task pane. To open it, click Styles 
And Formatting at the bottom of the task 
pane. A style is a collection of settings, such 
as the size and name of a typeface, and the 
spacing before and after the text. To apply 
styles in our example, click the text in your 
invitation, scroll through the list of styles in 
the task pane, and click Accent Text 10. 
Notice that the appearance of the text on the 
invitation changes. You can easily remove a 
style by clicking Clear Formatting at the top 
of the style list in the task pane. 

■ Add Some Flare. You now know how to i 
quickly create a publication. We'll take a look 
at more new features to customize your pub¬ 
lications. Keep the birthday invitation from j 
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| our previous examples open to 
| apply some of Publisher 2002's 
I other features. 

5 Clip it. When you cut or copy 
text or a graphic in an Office 
I application, the text or graphic 
| stores in Clipboard. Publisher 2002 
I has a Clipboard task pane that dis- 
1 plays up to 24 clips, any or all of 
I which you can paste in to your pub¬ 
lication. You can open the task pane 
| by clicking the Edit menu and 
[ choosing Office Clipboard. When 
I you open the Clipboard task pane, 

I you may not see any clips. With the 
birthday invitation in the Publisher 
| window, click the picture of the 
I party hat. When you click a picture 
I in a publication, the Picture toolbar 
I should open. If not, right-click the 
image and select the toolbar from 
the context menu. (We'll discuss the 
Picture toolbar later.) 
i Click the Edit menu and choose 
Copy to copy the picture to the 
Clipboard. You should now see a 
small version of the picture in the 
Clipboard task pane. At the bottom 
of the window, you'll see four small 
page icons, which represent the front, 
inside left and right, and back sides 
of your invitation. Click the page 3 
icon to move to an inside page. On 
the page to the right, click the text box, click 
the Edit menu, and click Cut. The text will 
appear in the Clipboard task pane. Now click 
the picture of the birthday cake, click the Edit 



The task pane appears on the left side in Publisher’s window, with the 
name of the current task pane shown at the top of the pane. The 
image here displays the New Publication task pane. 



The Clipboard task pane displays up to 24 clips of graphics or 
text that you can click to insert into your publication. You can 
easily display the Clipboard pane by pressing CTRL-C twice. 


menu, and choose Cut. You should now see 
the picture of the birthday cake, the text box, 
and the picture of the hat in the Clipboard task 
pane. Click the picture of the hat to paste it in 


Advanced 


Tips 


Task pane. When you start work¬ 
ing with different types of publica¬ 
tions, you may need to jump to 
different task panes quickly. You 
can do this by clicking the down 
arrow at the top-right corner of 
any task pane. When you hover 
the mouse pointer over the arrow, 
you’ll see an Other Task Panes 
dialog. When you click the down 
arrow, you’ll see a list of the other 
task panes, such as New 
Publication. Simply click on the 
name of a task pane to open it. 


Smart tags. Publisher 2002 gives you extra control with a 
paste option smart tag button when you cut or copy and 
paste text. To see how it works, select text in a publication, 
click the Edit menu, and choose Cut. Paste the text back in 
to the publication by Clicking the Edit menu and choosing 
Paste. You’ll see that the text in the publication has the 
paste smart tag button (which resembles a clipboard with a 
sheet on it and a down arrow) next to it. Move your mouse 
pointer to the icon and click the down arrow. The button lets 
you Keep Source Formatting (text retains its format from 
the original document), Keep Text Only (text loses original 
formatting), or Use Destination Styles (text takes on format¬ 
ting from the current publication in Publisher). You will 
probably use these options more frequently when pasting 
text you cut from a Word document, where there can be a 
big difference in formatting. □ 


the publication, and drag the pasted 
picture to the top and center of the 
right-side page. In the task pane, click 
the text box to paste it back in the invi¬ 
tation. In the invitation, click the bor¬ 
der of the text box and drag it so the 
text is centered under the hat. 

6 Picture it. As mentioned earli¬ 
er, Publisher 2002 includes a 
Picture toolbar. To view the Picture 
toolbar again, click toward the top of 
the hat picture. On the Picture tool¬ 
bar, click the Color button (third but¬ 
ton from the left) to change the color 
of the selected picture. Choose Gray 
Scale. Click the Color button again 
and choose Automatic to restore the 
original colors. The four buttons to 
the right of the Color button decrease 
and increase the contrast and bright¬ 
ness of a picture. 

To the right of the contrast and 
brightness buttons are the Crop, 
Line/Border Style, and Text Wrap¬ 
ping buttons. The Crop button lets 
you trim a picture without changing 
its scale. The Line/Border Style but¬ 
ton adds a line or border around a 
picture. The Text Wrapping button 
lets you control the way text wraps 
around a picture, such as wrapping 
only to the right of a picture. The 
Format Picture button will open a 
Format Picture dialog box, which has more 
detailed settings for the buttons on the 
Picture toolbar. The right-most button on the 
Picture toolbar resets a picture. 

Another nice feature on the Picture 
toolbar is the inclusion of buttons to 
insert an image from a file, scanner, or 
camera. To do this, click the Insert 
Picture From File button or Insert 
Picture From Scanner Or Camera 
button and navigate to and select the 
picture to insert. 


h It. For basic and intermedi¬ 
ate business publications, most users 
should find the latest version of 
Publisher to be a good solution. The 
program doesn't give you everything in 
the way of publishing tools, but its ease 
of use is a good fit for most users. Its! 

by Betsy Hill 
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Pretty Up 
Your Pictures 

Tips For Using Photo Editor To 
Alter, Improve & Manipulate Images 


P hoto Editor is a user-friend¬ 
ly image-editing applica¬ 
tion included in Office XP 
that's used to create, scan, modify, 
and apply special effects to images. 
Photo Editor can save images in 
several formats, including TIFF 
(Tagged Image File Format), EPS 
(encapsulated PostScript), PCX 
(sometimes referred to as PC 
Paintbrush), PCD (Photo CD), 
PNG (Portable Network Graphics), 
GIF (Graphics Interchange For¬ 
mat), and JPEG (Joint Photographic 
Experts Group). In addition, an 
Effects menu features several 
manipulation tools that include 
sharpen, despeckle, emboss, 
stained glass, and texturizer. We'll 
provide tips for using many of 
these features. 


■ Installation & Setup. Photo Editor must 
be installed correctly to ensure trouble-free 
operation. If not, you won't be able to take 
advantage of its image-editing features. 

1 Verify the installation. If you upgrade 
to XP from a previous Office installation, 
verify that installation also upgrades the previ¬ 
ous version of Photo Editor. Start Microsoft 
Photo Editor, click Help from the menu bar, 
and then click About Microsoft Photo Editor. 
Alternatively, check the Photoed.exe file (the 
path is typically C:\PROGRAM FILES\COM- 
MON FILES\MICROSOFT SHARED/ 
PhotoEd.exe) in Windows Me by clicking Start, 
Search, and Files Or Folders. The Search 
Results dialog box displays. Type Photoed.exe 
in the Search For Files Or Folders Named field, 
Select the drive to search from the Look In 
menu and click Search Now. When the file 
appears, right-click its icon and select 
Properties from the context menu that appears. 
In the Photoed.exe Properties dialog box that 
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displays, click the Version tab. The File 
Version should read 3.O.2.3. Click Product 
Version in the Item Name pane. The Value 
should read 10.0. 

2 Reinstall Photo Editor. If the Office XP 
setup doesn't install the correct Photo 
Editor version, insert the Office XP installation 
CD. Double-click Setup.exe if setup doesn't 
start automatically. The Office XP Maintenance 
Mode Options menu appears. Click Add Or 
Remove Features and click Next. In the 
Features To Install window, click the plus (+) 
sign next to Office Tools and scroll through the 
list. Click the Down arrow on the box for 
Microsoft Photo Editor, select Run from My 
Computer, and click Update. The XP version 
should install. Now follow the aforementioned 
steps to check the version number. 

3 Open an image. To open an image in 
Photo Editor, click File and then Open. 
Navigate to the file you want and double-click 


its icon. If the image doesn't open but is a file 
saved in a format that should be supported, 
such as PCX, the graphics import filter for the 
image may not be installed. A filter (in com¬ 
puter-speak) is a command or section of code 
that reads some input, such as a file format, 
and translates it into information the program 
can understand. To install the appropriate 
graphics import filter, insert the Office XP 
installation CD and run the setup. Click the 
plus (+) sign to the left of Office 
Shared Features, click the plus (+) 
sign next to Converters And 
Filters, click the Down arrow to 
the left of PC Paintbrush, select 
Run from My Computer, and 
click Update. Setup should install 
the graphics import filter. 

■ Operation Photo Editor. 

Photo Editor includes several 
timesaving image-editing options 
that are generally easy to use. The 
following are tips for using some 
of these features. 

4 Preview before you open. 

Office XP ships with a 
media content CD that contains 
clip art samples and photo 
images you can use with several 
programs. Unfortunately, if you 
browse the CD to see what's 
available, you'll quickly discover 
that file names such as J0091157.jpg aren't 
very descriptive or helpful in determining 
the image's content. Thankfully, Photo Editor 
has a built-in preview capability to examine 
an image before importing it. To preview an 
image, click File and then Open. Photo 
Editor's Open dialog box displays. Navigate 
to the folder that contains the images to view. 
Click an image and then click the Preview 
button in the Open dialog box. 

5 Crop before you open. Photo Editor's 
Preview window crops portions of a pre¬ 
viewed image by dragging various sizing han¬ 
dles on the image. To crop an image, click File 
and Open. Navigate to an image, select it, and 
click Preview. In the Preview window, posi¬ 
tion the pointer over a sizing handle. When 
the pointer turns from four arrows to two 
arrows, click and drag it to trim the image to 
the size you want. You can place the pointer 
anywhere on an image border to trim it. You 
can also trim the preview image by modifying 









E values in the Left, Right, Top, or 
I Bottom Clip Margin fields to the 
| left of the image. 

| After you drag a sizing handle or 
t adjust a clip value, a small rectangu- 
[ lar selection box appears on the 
I graphic. The portion of the image 
I inside this selected box is what will 
| remain after trimming is complete. 

I In addition, you can move the selec- 
| tion box to another portion of the 
image by positioning the pointer 
over the selection. When the pointer 
changes to four arrows, drag the 
I selection box to a new location. 

I Click Reset if you want to return the 
[ image to its original status. Click 
OK and click Open to return to the 
design work area after you are satis¬ 
fied with your changes. If you make changes to 
an image in the Preview window, Photo Editor 
\ will open the newly sized image as Untitled. 

6 Optimize image quality. If you save an 
image in the JPEG format, some quality will 
be lost because JPEG uses what is known as 
I lossy compression. This means repetitive details 
or color data generally not noticeable to the 
I human eye are discarded to reduce the image's 
file size. Photo Editor gives you control over 
how much image data to remove. The less data 
you remove, the better the quality. To adjust the 
JPEG quality, you must be working with a JPEG 
image. Select Save As from the File menu and 
I click the More button at the bottom of the Save 
| As dialog box. Drag the JPEG Quality Factor 
j slider at the bottom to the right to improve the 
I quality (and increase the file's size). Drag the 
I slider to the left to increase the degree of com¬ 
pression (and decrease quality). Click Save. 

7 Be selective. To apply a special or artis¬ 
tic effect to only part of an image, click the 
j Select tool (which looks like a dotted rectangu¬ 
lar frame) on the Standard toolbar. Click and 
drag the mouse pointer over the portion of the 
image you want to modify. A selection frame 
appears. Applying the effect will now only 
alter this selected portion. 

■ Scan & View. You don't need special scan¬ 
ning software to turn documents into appealing 
■ eye-catchers. Photo Editor offers support for 
TWAIN (Technology Without An Interesting 
' Name) -compliant scanners so you can scan an 
j image directly into Photo Editor. You can also 
j open two copies of the same image in Photo 


Editor to compare changes you make to one 
image to the original. If you don't like the 
changes, the original remains unchanged. 

Scan into Photo Editor. Before you scan 
an image, click Select Scanner Source from 
the File menu and choose the TWAIN-compliant 
scanner attached to your computer. Click the 
Scan button on the toolbar or click Scan Image 
from the File menu to scan an image directly 
into the application. 

9 Work with two images. To work with 
two versions of the same image, click 


Open on the File menu. Navigate 
to the folder where the file you 
want is saved and double-click 
its icon. Now, click the File 
menu. The file should list in the 
recently opened documents sec¬ 
tion on the File menu. Click the 
file name to open a second copy. 
It should open with -[2] listed in 
the title, which indicates two 
copies of the image are open. 
Click Save As from the File menu 
to save the second file and give it 
another name. To display the 
images side by side one another, 
click Window from the menu bar 
and select Tile Images. Both 
images will display side by side. 
Then click in the image that you 
want to work on. 

■ Basic But Good. With its lack of sophis¬ 
ticated pens, brushes, and text-editing 
options, Photo Editor won't be mistaken for 
Adobe Photoshop. However, Photo Editor 
does have several image-editing options that 
can help you create original illustrations, 
modify existing images, <jr digitize docu¬ 
ments. Perhaps best of all is that it bundles 
with Office XP, so you can't beat the price 
and availability. HU 

by Carol S. Holzberg, Ph.D. 


Advanced 


I f you save an image that 
has transparent areas, 
you can import the image 
into another document and 
place it on top of existing 
text or graphics. The under¬ 
lying data will show through 
the imported image’s trans¬ 
parent areas. To convert 
selected portions of an 
existing image into transpar¬ 
ent areas, open an image 
and click the Set 
Transparent Color button on 
Photo Editor’s Standard 
toolbar. Place the pointer 
over the image color you 
want to make transparent 
and click. The Change Color 


To Transparent dialog box 
displays, showing the color 
that will change to transpar¬ 
ent when you click OK. 

To change the degree of 
transparency, increase or 
decrease the color range. 

To increase the range of 
colors to become transpar¬ 
ent, slide the Color Similarity 
pointer to the right. For 
example, if you opt for 10%. 
(the maximum degree of 
transparency), all colors 
within 10% of the selected 
color are set to transparent. 
If you want only the current¬ 
ly selected color to be trans¬ 
parent, drag the slider all the 


way to the left (Exact). To 
make the selected color only 
partially transparent, enter a 
number smaller than 100% 
in the Transparency box. 

The higher the number, the 
more transparent (or less 
opaque) it is. 

Repeat the process to 
create as many transparent 
areas as you want. Use 
some restraint, though, 
because Photo Editor has 
the capability for only one 
Undo, unlike Word or 
Photoshop, which let you 
step backwards through 
many actions. □, ’/ 
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The Inside Scoop 

lO Cool Things You Might 
Know About Office XP 


A dmit it, you love secrets. 

Insider information, little 
known tips, nifty tricks, 
and titillating tidbits are irre¬ 
sistible—especially when 
they concern things we 
typically tike for 
granted because we jj 
think we know the 
whole story. Take the 
Office XP suite, for 
example. If you upgrade to 
it from an older version of 
Microsoft Office or from any indi¬ 
vidual program, such as Outlook, 

Word, or Excel, don't fool yourself into 
thinking you already know how to use all 
the most popular features. 

Instead of introducing one major killer 
feature in Office XP, Microsoft programmers 
opted to smartly scatter smaller improvements 
across all applications. The result is a better, 
.stronger, and faster XP suite (by the way, the XP 
stands for "experience")—provided you know 
what to look for and where to find it. 

Familiar keystroke combinations, menu 
items, and toolbars are slightly altered, tweaked, 
and in some cases, sport a completely new look. 
Old standbys, such as Clipboard, AutoText, and 
AutoCorrect, are rebuilt, stronger, and more 
powerful. Even new features, such as Clip 
Organizer, Text Translator, Smart Menus, and 
Mailbox Cleanup Options, aren't immediately 
readily apparent. 

In fact, if you dig deeper, you'll discover that 
the real inside story concerning XP is that many 
of these "new" features aren't really new at all. 
In fact, the strongest tools in XP simply make it 
easier to locate and use existing features—many 
of which previous Office versions buried so 
deep, users risked carpal tunnel syndrome 
mouse-clicking to reach them. 

Getting a quick glimpse at what Microsoft 
considers the most important Office improve¬ 
ments is easy. Simply open any application and 
press the FI key. A pop-up window displays 
key new features specific to the application, as 
well as global Office enhancements. This option 


only works if Clippy, the Office Assistant, is 
turned off. To turn Clippy off, click Help and 
Turn Off Office Assistant. And, although 
mastering the features in each section should 
greatly improve your overall Office, urn, 
"experience," it's not the whole-story. 

To get the inside scoop on cool features most 
users won't be exposed to at first blush, we 
spoke with Lisa Gurry, Microsoft's Office XP 
product manager. Gurry offers what she 
believes are the coolest and freshest features 
buried slightly beneath the surface. 

Clip Organizer. Formerly known as the 

Clip Gallery, Clip Organizer can catego¬ 
rize, search for, preview, and insert clip art 
images into any Office document, such as a 
letter, spreadsheet, database form, and even an 
Outlook Note. "Not only will this utility 
organize files into easily-managed collections," 
Gurry says, "but it comes with exceptional 
searching features to track down artwork, as 
well as files." 


Access Clip Organizer in Word, Excel, ! 
PowerPoint, or FrontPage from the applica- j 
tion's toolbar by clicking Insert, Picture, and j 
Clip Art. A standalone version is also available 
by clicking Start, Programs, Microsoft Office 
Tools, and then Microsoft Clip Organizer. 
What's the difference? Use Clip Organizer 
inside an application to quickly insert a j 
graphic dip. Use the standalone version to 
insert art into Outlook and Access or to 
harness more powerful file manage¬ 
ment tools to view and manage 
clip art collections. 

In either case, the first 
time you run the utility, 
a dialog box should 
appear and ask to 
catalog the files 
stored on your j 
hard drive. Before j 
clicking the Now but- I 
ton, click the Options 
button to see a list of folders 
the utility will search. To search 
additional files, check the respective 
folders. To ignore a folder, uncheck it. 
When you're ready, click the Catalog 
box and click the Now button. 

Clip Organizer scours your hard drive and 
imports clips it finds into one of three broad j 
categories: My. Collections, Office Collections, j 
and Web Collections. Smartly, each clip is ] 
assigned a keyword. When Clip Organizer 
finishes, you'll see the library of Office art j 
neatly organized alongside clips lurking on 
your PC that you probably didn't even know 
were available. 

You can search and peek at clip collections 
using a Windows Explorer-like interface and . 
commands. You can also search for clips using ] 
keywords, just as you do when using a search 
engine. Open Clip Organizer, either inside an 
application or as a standalone, click the Search 
button, and enter one or more keywords in the 
Search Text box. From the Search In drop¬ 
down menu, select the collections you want to ] 
search or select Everywhere. You can also j 
select specific media types from the Results j 
Should Be menu, such as Photographs, I 
Movies, or Sounds. 

Click the Search button. The results will I 
display in a section to the right of the main ] 
window. To insert, delete, or manipulate the 1 
clip in another way, move your mouse over I 
the clip. When a Down arrow appears, click it I 
and make a selection from the menu. Once I 
clip art images display, you can hunt down 1 
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comparable images using a "more like this" 
feature similar to a search engine. Open the 
image's drop-down window and select the 
Find Similar Style option. Results appear in 
the Clip Organizer window. 


2 Customize It Quickly. Gurry says 
although Office programs offer a smor- 
I gasbord of customization features, you don't 
I have to spend hours wading through manuals 
K or Help screens to figure out how to get access 
I and control. To quickly get to the guts 
I of an XP program, click Tools from 
I the program's menu bar and click 
I Options. "These commands literally 
I tell each program how to operate," 

I says Gurry. 

[ Remember, each application's 
I Options dialog box warehouses 
I different commands and features, so 
| don't assume changes in one applica- 
I tion will carry over to another. For 
I example, task panes are designed to 
[ pop up when you open an Office 
program. To turn off the task pane in 
Word, you select Tools, Options, 

I click the View tab, uncheck the 
Startup Task Pane box, and click OK. 
Although the task pane won't appear 
when you open Word the next time, 
it will appear in other XP applica¬ 
tions unless you specifically turn the 
option off in each application. The 
I same philosophy holds true for other 
[ features. For example, turning off 
the Check Spelling As You Type 
command in PowerPoint won't carry 
over to Word. 


down-pointing More Buttons icon on the tool¬ 
bar, which will display a list of additional but¬ 
tons. You can also click the double-arrowed 
button at the bottom of a partially displayed 
menu for a list of more commands. 


4 Automatically Save & Restore 
Settings. If you run Office XP on differ¬ 
ent computers or have ever had to reconfig¬ 
ure software settings one at a time after a 
hard drive crash, you'll love XP's new Save 


3 Smart Menus. One of the 

coolest new features in Office is 
that menus and toolbars automati¬ 
cally customize as you work, says 
Gurry. This feature, however, isn't a 
default setting. To activate it, click 
Tools, Customize, and click the 
Options tab in an application. Uncheck the 
box for Always Show Full Menus. Click the 
Close button to save the change. Once 
enabled, only the most basic commands will 
appear on the toolbar and menus. Frequently 
used commands are added as XP determines 
how often you use them. 

Remember, you still have access to every 
toolbar command and option by clicking the 



The new Save My Settings Wizard records and saves your settings 
for Office XP applications to a file you can store on your hard drive 
or at secure Web site available from Microsoft. You can use the file 
to restore settings on the same or a different system. 


http://office.miaosoft.com/Services/service 
,aspx?sid=53.1. In either case, your customized 
Office settings can be quickly transferred to 
another PC. 

To save settings, turn off all XP applications, 
click Start, Programs, Microsoft Office Tools, 
and select Save My Settings Wizard. When the 
dialog box appears, click Next. If this is the 
first time using the utility, the Save The 
Settings From This Machine radio button will 
be selected. Click Next again, and you're given 
choices to save XP settings to a file on your 
hard drive or to the Web. 

The file setting will automatically 
save to C:\MY DOCUMENTS\New 
Settings File.ops. You can change the 
location, however, to a different fol¬ 
der on your PC or to a location on a 
network. When you're ready, click 
Finish. XP goes to work hunting 
down all custom settings changes 
across all applications. When the 
search finishes, click Exit. 

Saving the file to the Web is a tad 
more complicated and requires a 
Passport. If you don't have one, the 
program walks you through setup. 
In addition, Microsoft only provides 
90 days free service. Afterwardx, the 
information is automatically deleted. 
However, you can always upload 
the information again at no charge, 
says Gurry. 

To restore XP settings to your com¬ 
puter from a file, simpiy reverse the 
process. Open the Save My Setting 
Wizard, select Restore Previously 
Saved Settings To This Machine, and 
click Finish. To restore settings to 
another PC, copy the file, open the 
wizard, and when the Restore My 
Settings From A File Appears, type 
the new path, such as A:\New 
Settings File.ops. 


My Settings Wizard. This feature literally 
records and saves all customization and other 
settings made in all Office applications, says 
Gurry, so you don't have to remember or 
re-enter them. 

You can save settings to a file on your hard 
drive or send the settings to a secure Web 
service provided by Miaosoft for free. For more 
information about the Web feature, go to 


5 AutoText, AutoCorrect & 
AutoComplete. AutoText, 
AutoCorrect, and AutoComplete are so great¬ 
ly enhanced with XP, each sports its own 
toolbar, says Gurry. You can configure 
AutoText to "remember" blocks of text, such 
as a quote or large paragraphs, and insert 
this information into a Word document at 
your command. 

To create an AutoText entry, open Word 
and type the text you want to make an 
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AutoText entry. For example, type Smart 
Computing in the document. Now highlight 
it using the F8 key and the Right arrow 
or use your cursor to select it. On the toolbar, 
click Insert, AutoText, and New (or press 
ALT-F3). When the Create AutoText 
dialog box appears, you'll see Smart _ 
Computing. Click OK. Now, each time 
you type smart, the AutoComplete func¬ 
tion of AutoText will assume you want 
to insert Smart Computing and automat¬ 
ically display a yellow title above the 
word "smart" with the option to insert 
Smart Computing into the text. If you 
want to, press ENTER. If you don't, 
simply continue typing. 

To view a complete list of your 
AutoText entries, click Insert, AutoText, 
and select AutoText again. To see a list of 
other AutoText entries under broad cate¬ 
gories, such as E-mail Signature* 
Header/Footer, and Signature, click 
Insert and AutoText or click View, 
Toolbars, AutoText, and click the All 
Entries Down arrow from the toolbar. 

A new way to create and insert AutoText 
is by using the AutoText toolbar. To turn the 
toolbar on, click View, Toolbars, and select 
AutoText. To create AutoText entries on the 
fly, highlight the text you want, click the 
New button or click the AutoText button to 
the left of the toolbar (it resembles a finger 
typing on a keyboard). 

"While AutoText inserts special text, 
AutoCorrect, on the other hand, can be config¬ 
ured to remember mistakes, such as mis¬ 
spellings, and then automatically correct them 
as you type," says Gurry. For example, if you 
frequently mistype the word "weird" as 
"wierd," you can create an AutoCorrect entry 
to recognize and correct the mistake. 

Also new is the AutoCorrect dialog box of 
menu options. Now, when you point the 
mouse cursor to a word that AutoCorrect 
changes, a small blue underline referred to as 
the AutoCorrect Options button appears. A 
right mouse-click will open the menu of 
choices, which includes the ability to change 
the text back to its original spelling, stop 
AutoCorrect from automatically correcting 
the word, and translating the word to anoth¬ 
er language (see Cool Feature 7 for more on 
doing this). ■ 

Even though AutoText and AutoCorrect 
options appear in the same dialog box with 
AutoComplete and AutoFormat options, 
each feature is located under different menu 


items. For example, AutoText is under 
the Insert menu, while AutoCorrrect is under 
the Tools menu. Keep in mind that once you 
access one menu, you can click the tab to 
access another. Similar AutoComplete 
features are in Excel and Outlook. 



By configuring XP’s AutoRecovery option to automatically 
save a document at regular intervals, you can protect 
yourself against completely losing a file. 



Options, and click the Save tab. Check the 
option for Save AutoRecovery Info Every and 
specify a time period in the drop-down menu 
to the right, such as 10 minutes. Click OK. If 
the system crashes, XP will recover the file and 
you'll only lose the last 10 minutes of work. 
After you reboot the application, you'll 
see XP's new Document Recovery task 
pane with a list of files the application 
recovers, along with options to Open, 
Save, Delete, or Show Repairs. 

For problems with applications that 
won't start or that lock up, try the new 
Application Recovery utility located by . 
clicking Start, Programs, and Microsoft 
Office Tools. The utility displays a list of XP 
applications and their status. To close an 
application, highlight it and click the End I 
Application button. To try to revive a 1 
frozen application, click the Restart 
Application button or the Recovery 
Application button (Outlook changes these 
choices). In most cases, XP will close the 
frozen application and restart it without 
forcing you to completely shut down Office 
and reboot your PC. 


Outlook’s new Mailbox Cleanup controls give 
users an arsenal of timesaving tools to find, 
archive, manage, and delete files in their e-mail 
Inbox from a centralized location. 


6 Document/Application Recovery 
Options. In computing, systems crash, 
programs freeze, and data becomes corrupt or 
lost. "While no software is bulletproof, XP 
comes with three new suite-wide tools 
designed to recover data, as well as get a 
frozen application back on track," says Gurry. 

The first line of defense is AutoRecovery, a 
tool you can configure to automatically save a 
document at regular intervals. To turn it on, 
click Tools in the appropriate application, click 


■ Language. Parlez-vous frangais? Word 
2002 includes a new, basic multi-language 
dictionary and translation features. Using 
these tools, you can look up text in a foreign 
language dictionary, translate words from 
English to another language (and vice versa), 
and read documents written in a foreign 
language, says Gurry. 

XP ships with stripped-down versions of 
French and Spanish language packs. However, 
the translation engine can handle more than 
100 languages, ranging from Chinese to 
Yiddish. Separate add-in multi-language 
proofing tools are available from Microsoft at 
http://shop.microsoft.com, as well as from 
other vendors. 

To enable a language, click Start, Programs, 
Microsoft Office Tools, and select Microsoft 
Office XP Language Settings. When the win¬ 
dow appears, click the Enabled Languages tab, 
then select a language using the Up and Down 
arrows to navigate. Highlight the selection, 
such as Yiddish, and click the Add button. 
When you finish, click OK and close all XP 
applications and reboot to activate changes. 

To translate text to another language, high¬ 
light the text, click Tools, Language, and select 
Translate. When the Translate dialog appears, 
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click the Current Selection radio button or 
type a few words in the Text field. In the 
Dictionary menu, select the language 
(English To Spanish, for example) and 
; click the Go button. Translated text 
appears in the Results section. In cases 
where the translation isn't available, a 
link to access online translation services 
should be provided. Fantastico! 


8 E-mail Cleanup Controls. Anyone 
who has ever tried to clean up or find 
e-mail buried in their Inbox will appreci¬ 
ate the timesaving convenience of 
Outlook's new Mailbox Cleanup con¬ 
trols," says Gurry. From one location, 
users can view the size of their Inbox fold¬ 
ers, locate old or large files, and archive, 
retrieves 



Office XP ships with stripped-down versions of French 
and Spanish language packs; however, the translation 


everything from Chinese to Yiddish. 


To start, open Outlook, click Tools, and select 
Mailbox Cleanup. To see the folder size of 
Calendar, Contacts, Deleted Items, Drafts, 
Inbox, and any custom folders, click the Click 
Here button at the top of the dialog box. You 
can also locate old messages by time interval, 
such as messages older than 90 days, or search 
by file size, such as items larger than 250KB. 
Both options are fully customizable. Clicking 
the Find button automatically opens the 
Advanced Find dialog box with additional 
search options. Right-clicking any found file 
opens a menu with choices to Open, Print, 
Read, Delete, and Move to another folder. Other 
selections set and control AutoArchive options, 
as well as Empty the deleted files folder. 


9 PowerPoint Animation & Custom 
Design Task Panes. Not only does XP 
ship with an arsenal of pre-designed Animation 
Schemes, says Gurry, other new features let 
even the most novice users quickly create a 
professional presentation in PowerPoint with 
just a few mouse-clicks. 

To start, open PowerPoint, click Format, and 
then Slide Design to open a Slide Design task 
pane revealing more than two dozen tem¬ 
plates. Double-clicking any design template 
creates a blueprint for a new slide. To quickly 
see how text and graphics mingle, click Format 
and then Slide Layout to select different text 
and graphic layouts inside each slide. 

You can also click Color Schemes for a selec¬ 
tion of Title and Bullet formats. Click Animation 
Schemes to add special effects, such as fades in, 
dissolves, and zooms. Effects are divided into 


several categories so you won't be overwhelmed. 
Simply point-and-click to preview dazzlingly 
effects ranging from Subtle to Exciting. 

Custom controls let you apply 
settings to all slides simultane¬ 
ously or on a slide-by-slide basis. 

Adding or revising text is as sim¬ 
ple as clicking the area of the 
slide reading Click To Add Title 
or Text and then typing. AutoFit 
options automatically resize each 
slide, eliminating guesswork. 

Without leaving the slide or 
going to another screen, you can 
set timers for each animation, 
add sound effects, and reorder 
slides. As you create slides, a 
sample saves to the task pane so 
you can see what slides are in 
the current presentation, as well 
as what slides you've recently 
created and used elsewhere. 



To display the Clipboard task pane, 
click Edit and select Office Clipboard. 
You can summon it even faster by press¬ 
ing CTRL-C twice. Copying text works 
just like before. Highlight the text, then 
right-click it for Copy, Delete, or Paste 
options. Keyboard shortcuts, such as 
CTRL-C for Copy, CTRL-X for Cut, and 
CTRL-V for Paste, remain the same. The 
difference is copying or cutting text auto¬ 
matically inserts it into the Clipboard 
task pane. 

To paste an item from the Clipboard 
task pane into a document, first click the 
area in the file where you want to insert 
the information, then click the item to 
paste from the Clipboard task pane. 

To further customize the Clipboard 
— task pane, click the Options button at 
the bottom of the task pane. You can turn on 
and off several Clipboard features, including 
automatically showing the task pane, as well 
as showing the Clipboard icon 
on the Taskbar. 

Once a task pane activates in 
any XP application, you can 
quickly switch to another with¬ 
out shutting one down and 
opening another. Simply click 
the Other Task Panes drop¬ 
down arrow button on the task 
pane title section (it's the invert¬ 
ed triangle next to the X button) 
for a list of choices. The task 
pane in use will have a check 
next to its name. To easily 
display a task pane in any 
program, click the View menu 
and select Task Pane. 




| A More Powerful 
' Clipboard. Clipboard, 
the once anemic utility that bare¬ 
ly let you cut a sliver of text from 
one Office application and copy 
it to another, has been given a 
complete makeover. The utility 
can now copy and/or cut up to 
24 different items across all XP 


A new Slide Design task 
pane in PowerPoint 
features more than two 
dozen sample templates 
that a user can quickly 
apply to create a profes¬ 
sional-looking presenta¬ 
tion in just a few clicks. 
To apply a design, 


applications, says Gurry, as well as grab infor¬ 
mation off the Web. No matter what you copy, 
everything stores in a task pane, whether it's 
PowerPoint slides, Outlook Notes, Word text, by Michael Cahlin 
or even URLs (uniform resource locators). 


■ More Secret Stuff. Office 
XP is a behemoth suite of soft¬ 
ware with tons of little-known 
features designed to save time 
and enhance each application. 
Don't be afraid to get your hands 
dirty, says Gurry. The fastest way 
to learn what each application 
can do is to use it. For more assis¬ 
tance, go to Microsoft's Office 
Assistance Center by clicking 
Help and Office On The Web 


(http://office.microsoft.com/assistance) for the 
inside scoop on specific tasks. HU 
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Real-World Projects 


Minimal Paperwork 

Word’s Mail Merge Takes The Work 
Out Of Sending Letters 


S ince the early days of Microsoft 
Word, its ability to perform mail 
merges has been one of its most 
valuable capabilities. With this 
feature, repetitive information 
from one file, such as a list of names and 
addresses, combines (merges) with a form doc¬ 
ument or letter and is inserted at user-defined 
points within the document. This lets those 
generating the merge create dozens, hundreds, 
or even thousands of documents automati¬ 
cally, each one containing a precise combina¬ 
tion of generic and personalized data. 

Word's mail merge feature is so easy to use 
that those unfamiliar with it will be amazed. If 
you have performed mail merges with Word 
in the past, Word 2002 has further refined this 
function, making it even more intuitive and 
user friendly. All of Word's mail merge func¬ 
tions and wizards reside under Letters and 
Mailings in the Tools menu, and a Mail Merge 
task pane with helpful prompts takes the 
guesswork out of performing the merge. 

In addition, a new folder, My Data Sources, 
resides inside the My Documents folder to 
provide a dedicated location for data sources 
you use for your projects. As we show you the 
task of creating a real-world, mail merge pro¬ 
ject, you will see that Word's new features 
make creating merges easier than ever before. 


Phil Droege 

IMocdman Financial Systems 
1234 South Ninth Street 
J#$uite 567 

Lincoln, NE 68508 

Dear Phil 



v 0 V; 


Friday, October 19 
Ron Nord' - ’ ‘ 






elements for the merge and enable users to customize them at will. 


■ Project Definition. Let's assume you 
have a letter to send to the members of a club 
or organization. Your task: generate for each 
member a document providing information 
about upcoming club events. To personalize 
the mailing, you want each letter to be 
addressed to the specific recipient. In addition, 
because some members have responsibilities 
not common to all the 
members, you want those 
letters to incorporate a 
reminder about each per¬ 
son's specific duties. 

One document, the 
Data File, will contain the 
names, addresses, phone 
numbers, position, and 
club responsibilities of 
each member. Another 
file, the Form Document, 
will be the basic letter you 
wish to send. All mail 
merges share the follow¬ 
ing steps, and you adapt 
them to other projects, 
substituting any data file 


or form document in place of those discussed 
here. For assistance with creating mailing 
labels for this project, another form of mail 
merging, see the "Address It" sidebar. 


■ Ready, Set, Merge! To initiate the mail j 
merge procedure, open a blank document, select j 
Letters And Mailing from the Tools menu, and ] 
choose Mail Merge Wizard. Note the other two I 
options: Envelopes And Labels and Letter j 
Wizard. Each of these provides two specific func- ] 
tions that are also incorporated into the Mail j 
Merge Wizard. To examine the broader scope of I 
the main wizard, however, stick to it for now. 

When you open the Mail Merge Wizard, a I 
Mail Merge task pane appears and walks you I 
through the process of the merge. 


H Step 1: Select Document Type. Indi¬ 
cate the type of document your final product 
will be. For this project, choose Letters. Click ; 
Next at the bottom of the page to continue. 


't. Step 2: Select Starting Document. 

Here you select or create the Form Document. 
You can start with the current document 
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(create it from a blank page), with a template 
(create it from one of Word's document tem¬ 
plates), or with an existing document (a previ¬ 
ously created mail merge document). 

If you already have a basic letter but have 
not processed it as a mail merge document, do 
not choose option three. Instead, open the doc¬ 
ument and cut and paste it into the current 
document (option one). In the future, you can 
also open the pre-existing document 
before you start the merge. 

For this project, choose option 
two (because we have no existing 
document) and click the Select 
Template link. Choose Elegant 
Merge Letter. When the document 
opens, notice the two lines on the 
document's left side that are sur¬ 
rounded by four guillemets (« or »). 

These are merge fields (areas where 
data will be supplied during the 
merge). The guillemets designate 
them as such to Word. Name the 
document, save it, and click Next. 

• Step 3: Select Recipients. 

You need to create or supply your 
data file. The data can come from one 
of three sources: an Outlook Contacts file; an 
existing database, such as a Microsoft Excel file; 
or a file created using Word's data list feature. 

For this project, you will use Word's data 
list feature to create a small, sample database 
(two records and seven data fields). Ideally, 
this method works best if you work with small 
databases or new information, because Word 
provides a structured interface, with fields 
already identified, to streamline the process. 


If you are working with lots of data, such as 
typed lists of names and addresses, you save 
time by using the existing file. Additionally, 
files created using Word's data file feature are 
not designed for export outside of Office. For 
more on using an existing database or Outlook 
Contacts file, see the sidebar on the next page. 

To create your new list, choose Type A New 
List and click the Create link. The data 


interface appears with standard fields such as 
Title, First Name, and Last Name. If you wish, 
you can add new fields or delete fields you do 
not want to use. For our letter, we want to cre¬ 
ate a new field for the club members' responsi¬ 
bilities. Click Customize, click Add, and type 
Meeting Duty. The new field appears at or 
near the top of the field list. Click Move Down 
or Move Up to reposition it beneath Title. A 
field's position has no bearing on its final 


position in your merge document, but it is eas¬ 
ier to keep fields in a logical order. Click OK. 

Now, create two sample records for our 
merge. Enter information in the Title, Meeting 
Duty, First Name, Last Name, Address Line 1, 
City, State, and ZIP Code fields. When you 
have completed the first entry, click New 
Entry to move to the next blank record and 
repeat the process. Unlike more sophisticated 
database programs, Word does not 
let you duplicate a record and edit it 
to create a new record (essentially 
copy and paste to speed up the 
process), so each record must be cre¬ 
ated from scratch. 

At this point, if you wished, you 
could click the Filter And Sort but¬ 
ton to exclude (filter) or reorganize 
(sort) records based on field criteria, 
such as ZIP code, name, and title. 
Because you will use both records in 
no particular order, don't worry 
about performing either task. 

When you are finished, click 
Close. You will be asked to save the 
file (which goes into the My Data 
Sources folder by default). After you 
save the file, a table appears with the 
data organized into fields. Here, you select 
which records to merge. Make sine a check is. 
placed in the both records' checkboxes and 
click OK. Click Next to move to the next step. 

(NOTE: At this interface, previously created data 
files, such as database and Contacts files, are import¬ 
ed and displayed during mail merge. If you are ever 
working with other files and need to make correc¬ 
tions, click the Edit button on this display to return 
to the data entry screen and make edits.) 



Address It 

T o create address labels from 
an entire data file, use the 
Mail Merge Wizard again. 

Word’s Envelopes And Labels 
feature is designed for creating 
individual labels and envelopes 
or pages of labels with one 
address. As such, it cannot 
automatically create labels with 
multiple addresses. 

Open Word and create a 
blank document. From the Tools 
menu, select Letters And 
Mailings and Mail Merge Wizard. 


Choose Labels as your 
document type and click Next. 
Choose Change Document 
Layout under Select Starting 
Document and click Label 
Options. Match the label type to 
the information given on the 
package your labels came in 
(such as Avery 5260) and click 
OK. Word will create a template 
for your labels. Click Next. 

Click Use An Existing List, 
click Browse, and select the 
mailing list you created in the 


previous merge. When the Mail 
Merge Recipients dialog box 
appears, check to see that all 
desired recipients are checked 
and click OK. Click Next. 

Look to see if the cursor is 
inserted in the first label box. If 
not, click in the box to put a 
cursor there. Under Arrange 
Your Labels, click Address 
Block to insert an Address field 
into the first label. Click Update 
All Labels to copy the contents 
of this field to all the other 


labels on the page. Save the 
document and click Next. 

Your labels will appear in 
Preview mode. In this project, 
because we had only two 
records in the Data File, you 
only see two labels. Click Next 
to complete the merge and 
print or edit your labels. 
(Remember to select Edit if you 
want save the labels as a 
separate file.) Qpf|| 
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A Firm Foundation Circumvents Errors 


T he success of a mail 
merge is dependent 
upon the information 
(database), supplied as the 
Data File. If any of the fields 
are structured improperly, 
for example, if the first and 
last names have both been 
entered into the First Name 
field, problems can arise 
when you merge the file. 
Field errors are especially 
prevalent among those who 
use the Add Contact feature 
in Outlook to build a 
database. Why? Because 
sometimes Outlook will add 
incorrectly formatted names 
to its contact list if you tell it 
to. Not a problem. But if you 
then use those names as 
the basis of your database, 
you could run into trouble. 

This problem can be 
avoided if you use Word’s 
Data File feature, which 
provides a structured 
environment within which 
you can work. 

However, if you are 
working with a pre-existing 
database or Outlook 
Contacts file (which is 
actually preferable if you 
plan to use the data in other 


applications), you need to 
check the integrity of the 
data before you import it 
into the mail merge. Make 
sure the information in the 
fields you use is both 
appropriate to the field its in 
and is up to date. 

During the import phase 
(when Word reads the 
existing file), poorly 
structured data records will 
cause an error message to 
appear for each corrupt 
record Word, encounters. 
Once you have imported the 
data, Word lets you repair it, 
but the error messages you 
must deal with before you 
advance to that stage are 
so intrusive and disruptive 
that it is easier to deal with 
problem fields beforehand. 

If you are using an Excel 
or Word file, and you find 
when you open it that you 
cannot identify the fields 
being used, convert the file 
to a table in Word to make 
identifying the fields easier. 
(Unidentified fields normally 
result from the file being 
exported in text format.) 

Open the file in Word, 
select the data, and select 


Convert and Text To Table 
from the Table menu. Word 
creates a structured table 
based on the information 
provided in the file. 

Look at the top row in the 
table. This row should 
contain the field headers, 
and each column should 
contain the appropriate 
information for each field. If 
there are no headers, add a 
row and type the name of 
each field above the column 
to which it relates. 

Check for out-of-position 
field entries. Restructure 
grouped data fields (city, 
state, and ZIP in one field) 
into their smallest logical 
units (first name, last name, 
address, city, state, ZIP, 
area code, phone number) 
and create a field for each. 

After you have finished, 
select the table and choose 
Convert Table to Text from 
the Table menu, clicking on 
Separate Text With 
Paragraph Marks. Word will 
convert the file back to text 
but will be able to maintain 
the proper structure. G • . 


• Step 4: Write Your Letter. During this 
step, you finalize the Form Document for the 
merge by adding or deleting fields and making 
changes to the text. 

Highlight the words Type Your Letter Here 
and replace them with Don't forget that board 
meetings are now held on the first Saturday of 
every month. Your responsibility at that meet¬ 
ing is (we will insert a field that will supply 
the information that comes after "is"). Enter 
dummy information for the items the docu¬ 
ment template requests, such as company 
name and your name. Right-click the date, 
which is designated as an auto-date field, and 
choose Update. Save the document. 

To determine what format and data Word 
uses for the AddressBlock and GreetingLine 
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fields, right-click either and select Edit Address 
Block or Edit Greeting Line. Here, you can select 
formats or dick Match Fields to alter field choic¬ 
es. If you want to rearrange the field order, right- 
click the line and select Toggle Field Codes. 

To add each member's Meeting Duty, click 
between "is" and the period at the end of the 
sentence you just wrote. The Mail Merge pane 
contains macros that insert fields into the letter 
at the point where your cursor is located. 
Because your letter already has Address Block 
and Greeting Line fields, and it does not 
require Electronic Postage or Postal Bar Code 
information, click More Items. 

The Insert Merge Field window appears, list¬ 
ing all the fields in your data file. Select 
Meeting Duty and click Insert. Add a space 


before the Meeting Duty field that Word inserts 
to separate it from "is"; the foundation of your 
letter is set. Click Next to move to step five. 

When you click, the More Items link, you 
will notice two radio buttons at the top, 
Address Fields and Database Fields. Choose 
the former if you want to see the special fields 
that Word has designated for addresses, the 
latter for generic database fields. 

■ Step 5: Preview Your Letters. Preview 
the letters before they print and make changes 
if necessary. By default, the first letter (filled 
with the information from the first record) dis¬ 
plays in the main window. Click the arrows to 
the right and left of Recipient in the Mail 
Merge pane to move from recipient to recipi¬ 
ent. If everything looks great, you're ready to 
print. Click Next to complete the merge. 

From the Mail Merge task pane, you can 
exclude recipients, locate recipients, or edit the 
recipient list. If you have discovered errors in 
the database, click Edit Recipient List, and the 
Edit button to make corrections to the database. 

■ Step 6: Complete The Merge. With 
your letters now ready for mailing, click Print 
to send them to the printer. Click Edit 
Individual Letters to make changes or addi¬ 
tions, such as personalized notes. 

If you want to save any or all of. the letters 
into a new document, choose Edit. After you 
close the main document, you can recall the 
merge by reselecting the Mail Merge Wizard. 

Successful Merger. Mail merge in Word 
2002 has become even more powerful, sophis¬ 
ticated, and user friendly than in previous 
versions. Your project should meet with total 
success if you follow the steps outlined here 
and keep in mind these important don'ts: 

• Don't try to use existing data sources unless 
you clean them up first. 

• Don't change the location of your data 
files.. My Data Sources is the default for all 
Office products. 

• Don't forget to use the Edit Individual 
Letters feature if you want to create a per¬ 
manent file of your merged documents. 

• Don't try to use Word's Envelopes And 
Labels feature if you are merging addresses 
into label format. It does not have true 
merge capabilities. [u] 

by Jennifer Tarwell 











From Word To Web 

Office XP Makes Prepping Files 
For The Internet A Snap 


and click the General tab. Click the Web Options 
button and then the Browsers tab. The option 
that lists both Internet Explorer 4.0 and Netscape 
Navigator 4.0 is a safe choice to pick. Higher 
versions may cause compatibility issues for 
several visitors. Do not choose a version higher 
than the one you are using, or you may not be 
able to view the page correctly when you test it. 



W ith each release of Office, Microsoft 
moves closer to total Web integra¬ 
tion for its products. For users, this 
means they can import Office files into Front- 
Page or export them to HTML (Hypertext 
Markup Language) for loading onto the Web. 

Microsoft refined the HTML export 
capabilities of Word to take advantage 
of the more sophisticated generation of 
Web browsers. Now you can transfer 
what you see in your Word file onto a 
Web page without losing much content 
or formatting and do it in no time flat. 

The process still has some room for 
development, largely because HTML 
I does not support some of Word's more 
advanced features, such as decorative 
: cell borders for tables, animated or 
embossed text, or drop caps (the 
enlarged first letter of a paragraph). 
Consequently, users with very complex 
documents are better off loading their Word 
files to the Web page as attachments or 
purchasing Adobe Acrobat and turning them 
into PDF (Portable Document Format) files. 

For files of average complexity, the HTML 
export features of Word 2002 work nicely, 
particularly for users who know and can work 
within the limitations of the product. 

■ Lay The Foundation. For this exercise, 
you will create a Word document of medium 


complexity that you can put on the 
Web as a form for people to print 
out. The document employs 
several type sizes, one graphic, 
and a simple table. To create 
this file, select New from the 
File menu and click General 
Templates in the task pane. 
Select the Letters & Faxes tab 
and open Professional Fax. 

Save the document, nam¬ 
ing it Web Test. Fill in the 
fields of the template (To, 
From, and Fax, among oth¬ 
ers) and save the file again. 
Insert a graphic by clicking in 
front of the word Fax. From the Insert menu, 
select Picture and From File. Navigate to the 
Windows folder on your hard drive; select 
Graphic Interchange Format from the Files Of 
Type drop-down list, and then chose a file for 


When you click OK, the graphic appears on 
the file; but the graphic can't stay as it is: It's 
too big. To reduce it, right-click the image, 
select Format Picture, choose the Size tab, and 
enter 25 in both the Height and Width fields 
under the heading Scale. 

To ensure Word retains the widest variety of 
features when you export the page, instruct 
Word to save pages for compatibility with the 
latest browser version you think your visitors 
will use. Select Options from the Tools menu 


* Build The File. To view your new Web- 
ready form in a browser, choose Web Page 
Preview from the File menu. Note that the 
graphic, text, and table translated perfectly, but 
you lost the check boxes in the reply line (which 
includes Urgent, For Review, Please Comment). 

To replace the missing boxes, change the 
boxes to lines so that viewers who print out 
and circulate this fax form can use the reply 
line. Highlight the box before each word and 
type two underscores (J in each box's place. 
Select Web Page Preview again to make sure 
that the boxes have converted to lines. You are 
now ready to save your document for the Web. 

■ HTML & Up. To save the document in 
HTML format, select Save As Web Page from 
the File menu. Web Page should appear in the 
Save As Type box. Click Save. Word saves the 
file with the .htm extension attached. You can 
make more corrections and additions to the 
document to go on the Web, but you need to 

avoid making these common mistakes: 

• Don't use fancy text formatting: 
condensing, small caps, superscript. 
Word works best with basic formats 
such as bold, italics, and all caps. 

• Don't use negative indenting, where 
some text goes left of the margin. 
Word resets this to zero indent. 

• Don't use page, box, or text borders. 
They will get lost. 

• Don't try to float graphics in text 
(where the text runs all around a 
graphic). Graphics should be at the 
left-hand margin of the page or on a 
line by themselves. 

■ Ready For The World. Once you save a 
Word file in HTML, you can upload it the 
same way you would any other HTML file. 
Upload any graphics you used to the server, as 
well. Your HTML Word files may not bear the 
stamp of a professional Web page editor, but 
people will appreciate their accessibility and 
ease to read and download. [Isl 

by Jennifer Farwell 


insertion. Choose Backgmd.gif for this project. 



With Word 2002’s Web conversion utility, a little ingenuity, and a 
willingness to make substitutions, files can evolve from basic 
templates to Word files to Web pages with ease. 
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Real-World Projects 

Be Accountable 

Use Excel To Track Invoices 



M icrosoft Excel has long been the tech¬ 
nology of choice for accounting and 
financial professionals, but it is also a 
valuable tool for anyone needing to process, 
analyze, or display data. For example, someone 
with a small, hobby-related home business 
who needs to keep track of an accounts receiv¬ 
able ledger but doesn't want (or need) to invest 
in a full-blown accounting package can use an 
Excel spreadsheet to track and age invoices. 
Here's how to set up a sheet such as this. 

» Some Assumptions. The spreadsheet 
described here is based on a few general 
assumptions common to many simple busi¬ 
nesses. First, we assume that customers are 
identified by a single word representing their 
name, and that a numbered invoice is issued 
every time your company delivers services. 

Further, we assume that different customers 
are given different lengths of time to pay their 
invoices and that you give no discounts for 
early payment. In accounting, these periods of 
time are called terms, and examples might be 
NET 10 or NET 30. The NET part of the name 
implies that no discounts are offered, and the 


10 or 30 monikers indicate the number of days 
between the invoice date and the due date. 

In this example, we assume that ageing is 
measured from due date, rather than invoice 
date, but we'll discuss how to change this, if 
necessary. Finally, we assume that your com¬ 
pany always pays invoices in full and deletes 
them from the spreadsheet when paid, but we 
will discuss how to handle partial payments. 

» Getting Started. Now that we've laid the 
groundwork, it's time to 
start. Begin by opening Excel 
2002 to a New spreadsheet. 

Columns go across the 
spreadsheet and are labeled 
using letters (A, B, C). Rows 
go down the spreadsheet 
and are labeled using num¬ 
bers (1, 2, 3). Cells are the 
white boxes and are referred 
to by their column/row 
intersection. The top-left cell 
is Al, the cell below it is A2, 
and the cell to the right of Al 
is Bl. We will enter each 


invoice on a separate row, and each column 
will contain a specific piece of information 
about the invoice. 

Click cell El (fifth column, first row) and 
enter the date 7/20/01. This is our ageing 
date—the date on which our calculations will ! 
be based. (NOTE: We choose not to use the j 
Excel formula =Today() because we may want to i 
compute ageing for a day other than the current 1 
date.) If you want to label this cell to help you j 
remember what it is, click cell Al and enter a 
phrase to the effect of "Aged Accounts 1 
Receivable Report as of:". Be sure your label I 
doesn't extend so far to the right that it inter- I 
feres with the viewing of cell El. 

. Your column headings go in Row 3. Click I 
cell A3 and type the text shown in Figure 1, 1 
beginning with the heading Customer in col- | 
umn A and ending with the heading 90+ in I 
column K. Press Tab to move across the row to I 
each column. If the text you enter extends past j 
the right edge of the column, just keep going; | 
we will fix this later. 

■ Enter The Data. Beginning in the first col- j 
umn of row 4 (cell A4), we will enter a sample j 
invoice. Later you can go back and enter real j 
information on this row and the rows below. 
Refer to Figure 1 again and type Edwards in 
cell A4,1173 in cell B4,118.87 in cell C4, 
03/31/01 in cell D4, and 10 in cell E4. Cells F4 j 
through K4 will each contain a formula. 
Because of these formulas, you only need to fill j 
the first five cells of the new row each time you j 
enter a new invoice. 

■ Formulas. Each invoice row requires for- ! 
mulas to compute the values in the last six 
columns. Each formula must be entered exactly 
as given. However, you only have to enter 
each formula once, for row four. For each j 
additional row you can simply copy the j 
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Figure 2: After you insert formulas into the spreadsheet, the last six 
columns of each row are computed automatically by Excel functions. 


I formulas from the row immediately 
I above. To copy a formula, click the 
[ formula and drag over the cells into 
| which you want the formula copied. 

; Go to Fill in the Edit menu and 
I select the direction to which you 
[ want the formula copied. 

Due date. The due date for an 
I invoice is computed by adding the 
I number of days in the Terms column 
I (E) to the original invoice date in col- 
[ umn D. Even though column D is in 
I the date format and column E is an 
integer, we can compute our due 
date with the simple formula 
=D4+E4 and place it in cell F4: 

Excel knows that a date plus (or minus) any 
number of days should be another date. It 
even knows the number of days in each month 
and when leap years occur. After you enter the 
formula into cell F4 and tab to the next field, 
you should see the cell's value displayed as 


04/10/01, exactly 10 days from March 31. 
Experiment by changing either the invoice 
date or the terms and watch what happens to 
the due date. Typing 12/31/01 as the invoice 
date results in 01/10/02 as the due date when 
Excel calculates across the year boundary. 


Age. The age of an invoice is the 
number of days between the due 
date and the ageing date. On an 
invoice's due date, it is zero days. ~ 
old; the next day it is pne day old 
and so forth. Because we stored the 
ageing date in cell El when we first 
created our spreadsheet, our calcula¬ 
tion for cell G4 is =E$1-F4. The dol¬ 
lar sign is used to specify an absolute 
row location and is necessary, 
because later we want to copy this 
formula to the next row down. When 
we do so, we need Excel to automati¬ 
cally change F4 to F5, but we don't 
want El to become E2. The dollar 
sign prevents this from happening. 

Aged amounts. The last four columns indi¬ 
cate the amount that is 30 days or less old (H), 31 
to 60 days old (I), 61 to 90 days old 0), or more 
than 90 days old (K). Each invoice's amount 
must be in one, and only one, of the columns. 

We determine which column 
by examining the age value 
just computed. Since our 
example on row four com¬ 
putes to 101 days old, we 
would expect cells H4,14, and 
J4 to be blank for this invoice. 
The invoice amount of 118.87 
should be in the Over 90 col¬ 
umn. We break the amounts 
down in this manner to more 
easily compute the total 
amount due in each category. 

SB The IF Function. To 

compute the amounts for 
each of the four ageing 
columns we will use one of 
Excel's more advanced func¬ 
tions. The general form of the 
IF function is IF(logical_test, 
value_if_true, value_if_false); 
this is found in Excel's help 
file. You can read the com¬ 
plete details for yourself by 
clicking any empty cell and 
pressing the FI key. Type IF 
worksheet function in the 
search box to access the full 
text. In a nutshell, the IF func¬ 
tion examines the first para¬ 
meter (more properly called 
an argument) and returns the 
second argument if the result 
is true or the third argument 
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Excel 2002’s Formula Auditing Toolbar 


E xcel 2002’s new Formula 
Auditing Toolbar doesn't 
receive much attention in either the 
included Help files or in Office XP’s 
Web-based Help files, but it will 
become very popular with anyone 
who uses complicated 
formulas. To open the 
Formula Auditing toolbar, go 
to the View menu, point at 
Toolbars, and click Formula 
Auditing. Of the 12 
components that make up 
the Toolbar, several are 
worthy of mention here. 

The Error Checking 
component looks over your 
entire spreadsheet for 
formula errors, including 
formula consistency. To see 
this feature in action, change cell 
G9 to read =E$1-X9. Click the 
Error Checking icon, and Excel 
informs you that while the formula 
is technically correct, it isn’t 
consistent with those around it. 
Specifically, it sees that the 
formula above includes cell F8 
and that the one below includes 
cell F10 but this one uses X9. 


Watch Window lets you 
monitor a specific cell’s value as 
other cells are changed. It can 
keep its eye on several cells at 
once to aid in troubleshooting 
formulas, as you look for the error. 


The Evaluate Formula 

component checks complex 
formulas one expression at a 
time so that you can see how 
the formula arrives at its final 
answer. For example, click G4 
and then click the Evaluate 
Formula icon. A window opens 
sowing the cell’s current 
formula, E$1-F4 with the E$1 


;S> ■%!<£>; gig gjP®| 

portion underlined. If you click 
the Evaluate button at the 
bottom of the screen, Excel will 
replace the formula with 37092- 
F4. Excell does this because the 
date 07/20/01 is actually stored 
by the program as 37092, 
which is the number of 
days that have passed 
since Jan. 1,1900. 

You will also notice that 
the underline has'moved 
down to the F4 argument. 
Click the Evaluate button 
again. The window now 
displays the expression 
37092-36991. Cell F4, 
which contains 04/10/01, 
has been evaluated by 
Excel as 36991—again 
this represents the number of 
days since 01/01/1900. It should 
now be apparent how Excel 
arrived at the value of 101 it 
displays in cell G4. 

Try the Evaluate Formula 
component for yourself on 14 to 
see how it arrives at the TRUE 
and FALSE results that make 
_ this complex formula work. IM* 



Excel 2002 includes the powerful new Formula 
Auditing Toolbar that makes working with 
complex formulas easier. The Error Checking 
feature can even recognize inconsistencies in a 
technically correct formula. 
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if the result is false. The first argument is called 
a logical expression, because it can only 
assume the values TRUE or FALSE. 

Current amounts. Using our own spread¬ 
sheet as an example, let's create our first aged 
amount column. Type =IF(G4<31,C4,0) into cell 
H4. You will notice that as soon as you type the 
left parentheses, Excel displays the general form 
of the function directly below the active cell so 
you don't have to remember (or look up) the 
exact syntax of the function. This handy feature 
is called Function Argument Tooltips and is 
new to Excel 2002. Press Tab to 
move out of the cell when finished. 

The cell displays a single dash (-). 

This means our formula returned a 
value of zero. Let's see why. 

Referring back to the general 
form, the first argument is G4<31, 
the second is C4, and the third is 0. 

The IF function examined the 
expression G4<31 (read "G4 less 
than 31") and found this to be 
FALSE since G4 is equal to 101, 
which is definitely not less than 31. 

Because the expression equated to 
FALSE, the IF function returned 
the third argument: zero. 

Over 90 amounts. For the 
moment, let's skip the second and third ageing 
amounts and go right to the Over 90 column, 
because a simple alteration to our previous for¬ 
mula works here. This time we want to know 
when the value of cell G4 (the invoice age) is 
greater than 90, so type =IF(G4>90,C4,0) into 
cell K4. This time the cell displays the invoice 
amount, because when the IF function exam¬ 
ined the expression.G4>90 (read "G4 greater 
than 90") it found the result to be true and 
returned the value of cell C4, which is 118.87. 

8 The AND Function. Before we can com¬ 
pute values for the Over 30 and Over 60 
columns, we need to explore another function. 
As we saw above, the first argument of the IF 
function is an expression which must equate to 
either TRUE or FALSE. We saw that when cell 
G4 contained 101, G4<30 was FALSE and 
G4>90 was TRUE. These are simple expres¬ 
sions, because we only care if G4 is less than 30 
or greater than 90. To compute the middle two 
ageing amounts, we need to know when G4 is 
in between values. We use the AND function 
to create a logical (TRUE or FALSE) expression 
for the first argument of our IF function. 

The general form of the AND function is 
AND(logicall, logica!2, ...) where logicall, 


logical, and so on are logical expressions 
which each evaluate to either TRUE or FALSE. 
The AND function returns a value of TRUE if, 
and only if, all its arguments are true. 
Otherwise, it returns a value of FALSE. 
AND(5<9, 5>1) returns TRUE because both 
arguments are factual: 5 is less than 9 and 5 is 
greater than 1. But AND(5<9,5>6) returns 
FALSE because one of the arguments is not 
TRUE: 5 is not greater than 6. 

Over 30 and Over 60 amounts. Now that we 
have a way to test two different conditions 


within the IF function, we can complete our 
formulas. Click cell 14 and type the formula 
=IF(AND(G4>30, G4<61),C4,0). If you haven't 
had some experience reading formulas this is 
going to look confusing, so let's dissect it from 
right to left using the general form of the IF 
function as a model. 

We know that the form is IF(argl,arg2,arg3), 
so it's pretty easy to see that 0 is still the last 
(third) argument and that C4 is still the second 
argument, so everything else must be the first 
argument: AND(G4>30,G4<61). When this 
expression is TRUE (when G4 is both greater 
than 30 and less than 61) the IF function will 
return the invoice amount stored in C4. If G4 is 
not greater than 30 or if it is not less than 61, 
the IF function returns 0. 

Click cell J4 and enter the formula 
=IF(AND(G4>60, G4<91),C4,0). By now you 
should recognize that the IF function will 
return the invoice amount only when the age 
of the invoice is in the range 61 to 90 (greater 
than 60 and less than 91). When you are fin¬ 
ished with all the formulas, your spreadsheet 
should look similar to Figure 2. 

Experiment with different dates in D4 and 
watch the amount jump between the four ageing 
columns as the age changes. When using 


complex formulas, it's always a good idea to test 
your work with some known values and make 
sure the results make sense. Because we are com¬ 
puting the age, in days, directly onto our spread¬ 
sheet in G4, you can easily verify if the invoice 
amount is in the appropriate ageing column. 

Sum Up. Once you've entered more than 
one invoice into your spreadsheet, you're 
going to want to know the total amount due 
and the amount due in each ageing category. 
This is easily accomplished by using the SUM 
function at the foot of each col¬ 
umn. In Figure 3, the formula 
=SUM(C4:C16) has been entered 
into cell C17. Row 16 has been 
intentionally left blank for two rea¬ 
sons. First, it sets the totals off 
from the rest of the data and 
makes them easier to locate. 
Second, as you enter new invoices 
you can insert the new rows 
between the last used row and the 
blank row. This automatically 
adjusts the cell references within 
the formulas and eliminates the 
need to edit them each time you 
make a change to the spreadsheet. 


Finishing Touches. As you enter addi¬ 
tional invoices, some customer names may 
extend past the right edge of column A. If this 
occurs, click the column heading (the cell 
labeled A) to select the entire column and then 
click Format from the menu bar. Point to 
Column and click AutoFit Selection to adjust 
the width of the entire column to the width of 
the widest customer name. 

Because most of the invoice data is numeric, 
select all the cells in row three (except 
Customer) and click the Align Right button on 
the toolbar to align the headings with the data. 

To standardize the look of the monetary val¬ 
ues, click the invoice amount column heading 
(the cell labeled C), hold down the CTRL key, 
and click the H, I, J, and K column headings so 
that all five columns are selected. Click Cells 
from the Format menu to open the Format Cells 
dialog box. Click the Number tab, select the 
Number category, and check the box labeled 
Use 1000 Separator. Leave the decimal places set 
to 2 and click OK to close the dialog box. @ 

by Dick Archer 
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Your Basic Budget 

Let Excel Help Keep Your 
Finances In Order 



T here was a time before the Internet, 
when people bought computers not to 
get online but to use spreadsheets. The 

I I spreadsheet, not the Web browser, was the 
first killer application. 

[ Spreadsheet programs, such as Microsoft's 
| Excel, changed the life of accountants and soon 
| anyone was planning a budget. With each 
upgrade, Excel gets easier. But still, for some 
reason, many people don't take advantage of it. 
Whether you've been afraid to use Excel or 
[ just didn't know what you could use it for, 
give it a test run now by creating something 
everyone can use: a budget. 

I il Break It Down. Begin by launching Excel. 
The program opens with a blank spreadsheet. 
Columns in Excel are labeled with letters, and 
rows are labeled with numbers. Each specific 
cell is identified by the intersection of the col¬ 
umn letter and row number. So, the very first 
cell in the top-left corner is Al. We'll begin cre¬ 
ating our budget here. 

I In cell Al, type in a title for your budget 
(Dave's Budget). For cells A2 to E2, type in 
the row header information (Categories, 
Payments, Number of Payments Per Year, 
I Yearly Expense, Monthly Expense). Some of 
the words will be hidden due to space con¬ 
straints within the individual cell. To read 
the row header appropriately, highlight the 
j entire row by right-clicking the number 2. 
! Select Format Cells, click the Alignment tab, 
check the Wrap Text checkbox, and click OK. 
Next, beginning in cell A3 and working your 


way down, enter budget categories. 
When you've finished compiling 
what you spend money on, add 
Totals as the last category. Next to 
each category enter your payments 
(column B) and the number of pay¬ 
ments in a year you make for that 
category (column C). 

■ Add It Up. Now it's time to 
make some calculations. Here's 
where Excel goes to work. 

Let's find out how much will be 
spent in a year on Rent, using the- 
graphic on this page. Multiply the number in 
cell B3 (900) by the number in cell C3 (12). In 
cell D3, the Yearly Expense category, type 
=B3*C3. It's important to type the equal (=) 
sign before the formula. This tells Excel that 
you're trying to perform a calculation. The 
product that should appear in cell D3 is 10,800. 

To break Rent down according to month, you 
need to type a formula in cell E3. Type =D3/12 



with Dave accumulating all his expenses and 
their frequency of payment. 

in cell E3 to see your Average Monthly Expense 
(with D3 being your Yearly Expense and 12 
being the number of months in a year). To copy 
the formula for all the categories, highlight the 
cells from D3 down until your last category row, 
before Totals. From the Edit menu, select Fill 
and Down. Also do this for cells from E3 on 
down. Ta da! All your calculations are done for 
you, for every row. If you change any number in 
columns B or C, the calculations in D and E will 
automatically update. 


L 


One step still remains: the grand total. In the 
Totals row and the D column (D15 in our 
example), make Excel add up all the Yearly 
Expense items by typing =sum(, highlight all 
the numbers in column D (D3 to D13), and 
press Enter. This tabulates the expenses. To do 
the same for column E, select D15 and then 
E15, go to.Fill in the Edit menu and select 
Right. Monthly expenses will also be calculat¬ 
ed in the adjacent cell. 

Visualize. That's all great, but this spread¬ 
sheet looks ugly, and it's hard to read. Not to 
worry. We can change the look a dozen differ¬ 
ent ways. Click anywhere on your budget. 
Select AutoFormat from the Format menu. 
Several spreadsheet designs appear. Select one 
that's to your liking and click OK. Don't like 
that one? Repeat the steps and select another. 

If the design you chose didn't fix the num¬ 
bers into currency format, you can fix that by 
holding down the CTRL key and highlighting 
columns B, D, and E, by clicking each letter. 
Select Cells from the Format menu. Click the 
Number tab. From the list of options in the 
window, select Currency and click OK. 

That looks great, but numbers are still unat¬ 
tractive. Charts are easier to read and under¬ 
stand. To make a chart of your average 
monthly expenses, hold down the CTRL key 
and highlight the cells from A2 down to the 
last category before Total and from E2 down 
to the last row before the total. Two portions 
of columns A and E should be highlighted. 
Select Chart from the Insert menu. The Chart 
Wizard walks you through a ton of options 
from which to choose, but for now, just make 
a quick pie chart. Select Pie under Chart Type 
and click Finish. A Pie chart appears in your 
spreadsheet. If you select the pie chart's box, 
you can drag it anywhere you wish on your 
spreadsheet. Deselect the chart by clicking 
anywhere else on the spreadsheet. 

■ The Finishing Touch. That's how easy it 
is to make a budget and to even add a graphic 
element to it. To see it on paper, select Print 
Preview from the File menu. If you like the 
way it looks, dick Print. If you don't like the 
size of some of the numbers, espedally the ones 
relating to your income, sorry: Not even the lat¬ 
est version of Excd can solve that problem. We 
suggest you ask your boss for a raise. EH 

by David Spark 
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Functional Database 


Document Your Assets 
With Pictures In Access 


393 




Computer Monitor 
17", 0.25 dot pitch 






F or the less experienced computer user, 
Access 2002 serves as the perfect tool for 
storing large amounts of data in a flexi¬ 
ble, structured format. The experienced devel¬ 
oper can use Access to prototype, test, and 
deploy an entire application including all nec¬ 
essary databases, screens, reports, and batch 
processing procedures. 

This project describes how to design and 
create a simple Access application to track a 
small business' inventory of assets. Along the 
way you'll use Access wizards to create a sim¬ 
ple table and form. After entering some data, 
you'll use another wizard to create a report 
and learn how to customize each of these 
objects to better meet the needs of your project. 


pieces. Think of it as making a list of things 
that you need to buy at the hardware store for 
your swing project. 

In our asset inventory project, all the infor¬ 
mation will be stored in a single file, or table, 
so the first step is reduced to listing all the 
pieces of information, or fields, that need to be 
tracked. In a more complex application, vari¬ 
ous related fields would be grouped into sepa¬ 
rate tables, and a scheme would be 
developed that links the tables 
together. These schemes are called 
relationships, and a collection of 
tables that conforms to this design is 
called a relational database. 


or replacement. At the end of the year, your 
accountant probably generates a depreciation 
schedule for use in tax preparation, so you 
might want to record the total depreciation 
taken and the date an asset was sold to help in 
these calculations. If you've ever suffered a 
loss due to theft, fire, or flood, you know that 
having a picture of a lost asset can speed pay¬ 
ment of insurance claims; a strong case is 
made for including a field for storing a digital 
photo of each asset. 

You will see how Access lets you add addi¬ 
tional fields later, even if you already have 
data in the table. Omitting a field or two now 
won't require you to start over. 

To start your inventory project, open Access 
and select Blank Database from the New File 
pane. Call your new database Assets.mdb and 
click Create. The Database window lists the 
various Access objects on the left, and the larg¬ 
er panel lists actions you will perform. Later j 
this panel includes any objects you create. 


■ Table & Simple Form. You could create 
an asset table completely from scratch, but 
Access includes built-in templates to save you 
time and typing. Double-click Create Table By 
Using Wizard, and when the Table Wizard 
opens, click the Business radio button. Scroll 
down the list of Sample Tables and click 
Assets. The list of Sample Fields changes to 
items related to assets. To add Sample Fields to 
your table, click the item and click the > but¬ 
ton. If you make a mistake, select the bad entry 
from Fields In My New Table and click the < 
button. The other two buttons (» and «) 
move all the fields either left or right (we will 
not use them to create this table). 

Add the following fields, in this order, to 
your Fields list: AssetID, AssetDescription, 


■ Design Considerations. Every project 
shquld begin with a plan, regardless of 
whether you are building a swing in the back 
yard or launching a spacecraft to land on the 
moon. In an Access project, one of the most 
important parts of the plan is the data analysis 
and design phase. This means you need to fig¬ 
ure out exactly what pieces of information you 
need to store and how best to organize all the 


■ The Shopping List. As you 

think of the items that make up a 
small business' asset inventory, 
some obvious fields come to mind: 
description, make, model, serial 
number, date and place purchased, 
and purchase price. If you have 
business insurance, you want to 
keep track of whether or not an item 
is insured and its value, both current 



In the design view, your database’s fields appear in the top 
portion and properties in the lower portion. 
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r Make, Model, SerialNumber, DateAcquir- 
[ ed, DateSold, PurchasePrice, SalvageValue, 

| and CurrentValue. 

I You still need a few more fields to com- 
| plete your original shopping list, but they are 
| available in another sample table. Click the 
[ Personal radio button and choose Household 
I Inventory from Sample Tables. From Sample 
I Fields, add PlacePurchased, Insured, and 
[ Photograph to your list of Fields. 

[ After you have all these fields selected, 

[ click DateAcquired, click Rename Field, 
and change the name to DatePurchased. 

| In a similar manner, rename SalvageValue 
l to DepreciationTaken and click Next to 
[ advance to the wizard's next step. 

The next window lets you specify the 
name and primary key, or access path, for the 
table. Leave the name as Assets but change 
f the primary key option to No and click Next. 

I When you changed the option to No, 

I you indicated that you want to set the prima¬ 
ry key manually. The next screen lets you 
select the field and method that will be used 
to index the table. Indexes significantly 
reduce the time required to locate specific 
records in large tables. Leave the AssetID in 
i the field and click the Consecutive Numbers 
Microsoft Access Assigns Automatically To 



The standard form, generated by the Access wizard and 
shown here in design view, is where you enter the infor¬ 
mation about your assets. 


New Records radio button. Access requires 
that the primary key be a unique value for 
each record in the table, and this option tells 
Access to automatically assign an AssetID for 
each new record. Click Next to move to the 
last Table Wizard screen. 

On this screen, select Enter Data Into The 
Table Using A Form The Wizard Creates For Me. 


When you click Finish, Access creates the 
Assets table and automatically generates a 
form you can use to enter information about 
your assets. When the data entry form is dis¬ 
played, close the Assets window and save the 
form as Assets. Forms and tables are different 
classes of objects; the fact that both tables 
share the same name won't confuse Access. 

I Customize The Form. The standard 
forms generated by the Access wizards are 
Columnar, which means that the fields are 
arranged one under the other in a column. 
Access doesn't make any attempt to take 
advantage of the screen's full width, and it 
uses some general rules to determine field 
widths.. As a result, our generated form is 
too long to fit in on a standard 800 x 600 dpi 
(dots per inch) display without scrolling. 
However, there is plenty of room to the 
right, so some customization is in order. 

To modify the layout of the form created by 
the wizard, return to the Database window, 
click the Forms object, select the Assets form, 
and click Design on the Database toolbar to 
open the form. As you make changes to the 
form's layout, remember that if you happen to 
make a mistake you can always click Undo from 
the Edit menu to nix your change. 


Add Data Fields 

o add a field to your Asset 
table, return to the Database 
window, click Tables, Assets, 
and Design. The Table Design 
form is used to maintain and 
modify the properties of an 
Access table. 

The grid at the top lists each 
field, its data type, and a place 
for comments about the field. 

The bottom portion of the screen 
displays the properties of 
whichever field is currently 
selected. Click any field in the 
top portion of the screen to view 
its properties in the bottom. 

To insert a field for storing 
each asset’s current location, 
click the box to the left of 
DatePurchased. Click Rows 
from the Insert menu to create a 
new blank line between 
SerialNumber and 


DatePurchased. On this new 
row, click the Field Name data 
field, type Location, and press 
TAB. Access assigns the 
default data type of Text, which 
is appropriate for this field. If 


you are curious about other 
available data types, you can 
click the drop-down menu in the 
Data Type field. To accept the 
default Field Properties and 


update your table structure, 
close the window and accept 
the changes. 

Click Open on the Database 
menu toolbar to see the contents 
of the Assets table, including the 


new (and blank) Location field. 
This view of your data is called the 
datasheet view and acts as a 
substitute for data entry forms in 
simple applications. Go into your 


first record and enter a new 
Location, such as Home Office, 
Client’s Site, Repair Shop, or 
anything that describes where this 
asset is currently located. 

Pressing TAB moves the cursor to 
the right one field (to 
DatePurchased); so press the 
Down arrow on your keyboard 
instead. As soon as the cursor 
moves out of the Location field, 
Access will update that asset’s 
record on your hard drive. 

Adding a new field to a 
table doesn’t automatically 
add it to any of your forms or 
reports. To do this you would 
need to open the form or 
report in design mode, select the 
new field from the list (click Field 
List from the View menu) and 
drag it onto the form or report 
design grid.iD,. C- 



The datasheet view lets you enter data directly into a table, much like you 
would into a spreadsheet, instead of using the standard form. 
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Sophisticated report desicjn requires some study before it’s 

mastered. Fortunately, Access has another wizard to help get you started. 


The labels used on the form are either prede¬ 
termined (for sample fields) or the exact name 
you assigned (for renamed fields). Double-click 
the label to the left of the DatePurchased field 
and insert a space between the words Date and 
Purchased . Be sure to do this only to the label 
(with a shaded background) and not the data 
field itself (with a white background). Click any¬ 
where outside the field to save the change. Do 
the same thing to the DepreciationTaken label. 



The customized Assets foim, in its finished version, displays all the 
pertinent information for your particular asset, complete with picture. 



Auto Order to adjust the field order to match 
your new screen layout. Close the windows to 
save your changes. With everything set up, it's 
time to put your form to work. 

Si Data Entry. The form you have just creat¬ 
ed and customized will be used as the primary 
tool for adding inventory information to the 
database. Even though Access lets you input 
data directly into a table, you will find the 
form easier to use, espe¬ 
cially for the photographs. 

From the Database win¬ 
dow, click Forms, select 
Assets, and click Open. 
This time your form opens 
in data-entry mode rather 
than in design mode. You 
will see the cursor in the 
first field (the one you 
designated as the primary 
key during the design). 
When you tab out of this 
field, Access inserts the 


information into Access, use the Report Wizard to 
select the fields that you would like to show up 
in a printable inventory report. 

Position the pointer over the right edge of 
the form so that a horizontal arrow appears 
and drag the right edge of the window to 
widen the form. Do the same thing to the right 
edge of the shaded, dotted background, so that 
your overall form is now wider. You can 
rearrange the fields by dragging a white field 
to a new location. 

When you are satisfied with your work, 
click Tab Order from the View menu. Click 


next sequential primary key value. 

Proceed through the remaining fields, enter¬ 
ing information about your asset, until you 
reach the Photograph box. Right-click the box 
and click Insert Object from the pop-up menu. 
On the next screen, select the Create From File 
radio button, click Browse, and locate the 
photo for your asset. If you haven't taken the 
photos yet, insert the picture later. 

When you tab out of the photograph box (or 
whatever your last field on the form is) Access 
displays a new blank screen that's ready to 
accept information about the next asset. You 
can navigate forward and backward through 
your asset records by clicking the arrow but¬ 
tons at the bottom of the screen next to the 
Record: label. These buttons move you to the 
first record, to the previous record, to the next 
record, to the last record, and to a blank (new) 
record, respectively. To end the data entry ses¬ 
sion, close the windows. Now that you have 
your asset data safely in a database, print a 
hard copy for your reference. 


mastered. Fortunately, Access has another wiz- I 
ard to help get you started. Return to the 1 
Database window, click Reports, and click 1 
Create Report By Using Wizard. 

The Report Wizard's first screen resembles I 
the Form Wizard. The Tables/Queries drop- 1 
down menu displays the table Assets. Click 1 
and move the following to the Selected Fields 1 
box: AssetID, AssetDescription, Purchase- 1 
Price, CurrentValue, and Insured, Click Finish 1 
and Access displays your inaugural report— ] 
not perfect, not polished, but certainly printed. 1 

As you did with the form, you can open the I 
report in design mode and reformat headings, j 
add or delete fields, or add subtotals at the bot- 1 
toms of the Price and Value columns. From the 1 
Database window, click Reports, select Assets, 1 
and click Design. Each field and label on the ] 
report is considered a separate object, called a I 
control. Each control has a number of properties j 
associated with it, and different types of controls j 
have different types of properties. 

To explore some basic properties, right-click 1 
the large control in the top-left portion of the 1 
report that contains the word Assets. Click 1 
Properties in jthe pop-up menu to open the 1 
Properties window. Inside, several tabs contain 1 
dll the information pertinent to the control. From I 
this window, you can change just about any- I 
thing that has to do with the cell. When you're 1 
finished making changes to the control, close the 1 
window. Select Print Preview from the File 1 
menu to see what your revised report looks like. 1 

a Ready For The Next Step. The steps 1 
above outline the process of creating a very I 
simple, yet functional Access 2002 application, j 
but Microsoft Access is a complete application i 
development tool, and we have only scraped 1 
the surface of its hundreds of available fea- I 
tures. A number of excellent step-by-step I 
Access tutorials await you, and a good place to 1 
start is at http://www.microsoft.com/office. 1 
Point to Using Office and click either Training 1 
or Books to find out more about the many 1 
features of Access 2002. HU 

by Dick Archer 
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H A Simple Report. Sophisticated report 
design requires some study before it's 































Instant Jukebox 

Organize Your MP3 Files With Access 


T hose who collect MP3 files can 
find keeping track of where 
they saved a particular file 
challenging, therefore defeating the 
purpose of having the MP3 in the first 
place. Find your music on demand; 
create a simple Access database to 
catalog your tunes and provide a 
direct link to the associated MP3 files. 

Build A Catalog. Open Access 
2002 and click Blank Database from 
the New File task pane. Change the 
file name to MP3.mdb and click 
Create to start a new database. Click 
the Tables icon and double-click 
Create Table In Design View. 



Using the figure on this page, add the she 
I fields shown. Be sure to set the RecID field's 
[ data type to AutoNumber and the Location 
field's data type to Hyperlink. 

| Click the box^to the left of RecID and click 
the Primary Key (small yellow key) icon on the 
Table Design toolbar. This identifies the RecID 
field as the table's primary, or unique, key. 
Because you have set the data type to 
AutoNumber, Access automatically assigns 
I sequential numbers to each new record, 
i Assuming all your entries will be in MP3 for- 
I mat, label them as such so you're not repeatedly 
typing MP3 in the Format field. Select the 
| Format field. In the General tab of Field 
Properties at the bottom of the page, type MP3 
in the Default Value field. As you add new 
records to your database, the field will read MP3 


unless you specify otherwise. To complete the 
project, close the Table Design window and 
save your new table as MusicList. 

Spin The Record. To enter data into your 
new table, select the table from the Database 
window and click Open. Because your table is 
empty, the grid has nothing to show you, 
except the RecID field of the first record. This 
field will contain the value (AutoNumber), 
indicating that Access will assign values as 
necessary. Press TAB and enter data into the 
Title, Artist, and Genre fields. The Format field 
already contains the value "MP3." Tab past 
that field to the Location field. 

If you know the exact path to the MP3 
you're cataloging, you can type it into the 
Location field. A better idea is to click 
Hyperlink in the Insert menu (or 
simply press CTRL-K) to open the 
standard Windows browser. Nav¬ 
igate to the folder containing the 
desired MP3 file, select the file and 
click OK. This inserts the file and 
path into your table's Location field 
as a hyperlink. Now, if you click the 
text in the Location field, Windows 
opens the specified file and plays it 
with your default MP3 player. You 
have just created an instant jukebox. 


your MusicList table in RecID order, the 
primary key. To make locating a specific entry 
easier, you can sort your database by any field. 
Click the column heading containing the word 
Artist and click the Records menu, Sort, and 
Sort Ascending. Access redisplays the data¬ 
sheet with the records sorted in 
alphabetical order by artist. You 
could also sort in order by Title, 
Genre, or any other field in your 
database. The toolbar includes two 
shortcuts for sorting: the icon with a 
blue letter A over a red letter Z sorts 
in ascending order, while its recip¬ 
rocal sorts in descending order. If 
you look for a song title that started 
with the letter X, a descending sort 
eliminates much of the scrolling. 

You can sort by more than one 
field at a time by selecting multiple 
columns before clicking one of the 
sort icons. You can select as many 
columns as you want, but you cannot 
skip a column. Access sorts columns 
from left to right. You could sort the records by 
title and then artist (so you could easily view all 
the artists who have recorded a particular song), 
but you could not sort by artist and then title. To 
do this, you would have to rearrange the 
columns before selecting and sorting. To move a 
column, click its heading, then click again and 
drag the column to the desired location. 

If you sort your table. Access prompts you 
to save your changes when you close the 
datasheet view. If you answer Yes, the current 
sort order will become the new default for the 
datasheet view. If you answer No, the default 
reverts back to whatever it was when the 
datasheet view was opened. 

■ Filter By Form. To locate records by 
partial field value, open the table in datasheet 
view and click the Records menu, Filter, and 
Filter By Form. Enter as much of the field as 
you are sure of, followed by an asterisk (*), 
into the appropriate field and click Apply 
Filter/Sort from the Records menu. 

■ More Volume? If you bum your MP3s to 
multiple CDs, you may want to add a Volume 
field to your table so that you will know which 
CD to insert into the drive before you click the 
hyperlink. Like the ultimate playlist, Access 
keeps your music in line. You'll never have to 
track down a misplaced CD again. @ 



To make it easier to find your favorite songs, you need SI Sort It Out. By default, Access 

to establish searchable fields in your record. stores and displays the contents of by Dick Archer 
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1-World Projects 



■ Get Down To Work. When you open 
PowerPoint, it opens to a blank presentation, 
aptly titled "Presentationl." This file contains a 
single title slide template. After you have cre¬ 
ated more slides and saved your work, you 
can reopen this file by clicking its name under 
the Open A Presentation heading on the New 
Presentation task pane. Because you are just 
starting, however, click From Design Template 
under the New heading. Scroll down the tem¬ 
plates and click the next to the last one, called 
Textured.pot. You can verify the name by set¬ 
ting the mouse pointer over the sample slide 
for a couple seconds before you click. After 
you click the sample slide, your actual title 
slide, located in the center of your screen, 


Clearer Picture 

Spice Up Sales Meetings 
With PowerPoint 


I n today's world of multimedia this and 
audio-visual that, putting a page full of 
numbers up on a screen in a dimly lit 
meeting room is equivalent to handing out 
sleeping pills and pillows to attendees as they 
walk through the door. PowerPoint 2002, how¬ 
ever, takes information that is sometimes com¬ 
plex, sometimes ho-hum, and presents it to the 
audience in a clear, concise, and easy-to-use 
manner, much like a slide presentation. 

Based on a hypothetical annual sales meet¬ 
ing, your job is to present and discuss quarter¬ 
ly sales figures for each of your company's 
three sales regions. At the end of your talk, 
you will recognize the region that had the 
highest single-quarter sales volume and pre¬ 
sent an award. This project demonstrates some 
techniques to make your financial data more 
understandable and enjoyable without requir¬ 
ing the services of a Hollywood producer. 

Presentation Format. All presentations, 
regardless of length, content, or audience, 
should include a title slide, an agenda, and a 
closing slide. Depending on the size of the 
audience and the nature of the material being 


presented, you may want to prepare handouts 
that contain copies of each slide for your audi¬ 
ence and provide room on the page for 
attendees to make notes. 

The title slide is usually displayed 
prior to the start of the presentation so 
that arriving attendees will know that 
they are in the correct meeting room. It 
also gives the presenter something to use 
when setting the focus of the projector 
and adjusting the room lighting. Title 
slides should use large, bold type and 
have very little content. 

After you have introduced yourself 
and your topic to the audience, you 
should move directly to an agenda slide. 

Tell the audience what you are going to 
say, then say it, and then tell them what 
you said. The agenda slide tells them 
what you are going to say. Keep it short 
and simple, but complete. You don't want 
your audience dozing off before you get to the 
real content. Plus, you can often avoid unnec¬ 
essary interruptions (also known as questions) 
by letting the audience know in advance what 
you are going to cover. 


Your presentation should end with a clos¬ 
ing slide, which alerts your assistant that it's 
time to turn the room lights back up. It also 
lets you avoid ending with the embarrassing 
and bland, "Well, that's all I've got. Do you 
have any questions?" Normally, the presenter 
leaves the closing slide displayed as attendees 
leave the room. This works as a good place to 
put your contact information, an important 
reminder, or just a simple "Thank You." 


Click to add title 


Every presentation needs a title slide to tell those 
attending the presentation that they are, indeed, in the 
right room. The slide should be very basic. 


You deliver your real message between the 
agenda slide and the closing slide. This is 
where your presentation must walk that 
tightrope between boring your audience to 
death and distracting them from the real con¬ 
tent. Page after page of numbers take their toll 
on the gallery, prompting those in the audi¬ 
ence to talk (or snore) among themselves. 
However, overuse of some cute animated char¬ 
acter will have them wondering what "Bobo" 
is going to do next rather than directing their 
attention to the material being presented. 
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Real-World Projects 

So far, your two-slide presentation is about what you’d expect from a traditional film slide 
projector (boring); it’s time to add a little animation 


changes to match the template's background. 
Design templates save you a lot of work and 
quickly set up a presentation's default color 
scheme, font style, background scheme, and 
placeholder sizes and positions. 

■ The Title Slide. Now that you've decided 
i on a style for your presentation, it's time to 

create a title slide. The template in the center of 
your screen contains two dotted boxes called 
placeholders. Click the top box, and the Click 
To Add Title label changes to a dark blue color 
with a blinking cursor in the cent#. This indi¬ 
cates that you are in text entry mode. Type 
ACME Corporation and click anywhere out¬ 
side the box to leave entry mode. Next, click 
the bottom box, type Annual Sales Meeting, 
and click outside the box. You have just creat¬ 
ed your first slide. 

■ The Agenda Slide. On the left side of the 
screen, you'll find a white pane with a minia¬ 
ture of your title slide and the number 1 beside 
it. A border around slide No. 1 indicates that 
this is the current (or selected) slide. Click New 
Slide from the Insert menu (or press CTRL-M). 
A new miniature appears below the selected 

j slide in the left pane, a new slide template 
| loads into the center workspace, and the task 
pane changes to a list of typical slide layouts. 
By default, PowerPoint has created your sec¬ 
ond slide using the Title And Text layout, 
which is appropriate for your agenda slide. In 
the center workspace, click the top box and 
type Meeting Agenda. The bottom box in a 
Title And Text layout is actually a bulleted 
item list. Each time you press ENTER, a new 
item is added to the list. Click the lower box 
and type Review Of Quarterly Sales Data. 
Press ENTER to start a new item, type Sales 
Analysis By Region, press ENTER, and type 
| Presentation Of Sales Awards. 

I Resize the text box by moving the mouse 
pointer over the white dot on the right side of 
j the box. The pointer changes to a horizontal, 
two-headed arrow. Drag that handle to the left 
; until the right side of the text box nears the 
j end of the longest line of text, then release. 
Now, put the cursor over the outline of the 
box, but not over a handle. When a four-arrow 


icon appears, click to grab the entire box and 
drag it to, the right until the text in the list is 
approximately centered under the title line. 
Release the mouse button and click outside the 
box to save the new position. 

With this, you are done with the 
agenda slide. Click Save from the 
File menu, name the presentation 
Sales, and click OK. Remember to 
save early and often. 

S Quick Peek. To view the pre¬ 
sentation as your audience will 
see it, press F5. PowerPoint dis¬ 
plays your title slide and waits for 
a response from the presenter 
(that's you). Press the Right arrow 
key to view your agenda slide. 

The Right arrow, Down arrow, 
and ENTER keys make Power¬ 
Point advance to the next event or 
slide. Clicking the mouse also 
causes an advance. The Left arrow 
and Up arrow keys return you to 
the previous slide. 

So far, your two-slide presenta¬ 
tion is about what you'd expect from a tradi¬ 
tional film slide projector (boring); it's time to 
add a little animation. Select slide No. 2 in the 
left pane to display it in the center workspace. 
At the top of the Slide Layout task pane, click 
the down arrow to display the drop-down 
menu and click Custom Animation. In the cen¬ 
ter workspace, click the title and click Add 
Effect in the Custom Animation task pane. 
Point to Entrance and click More Effects: Click 
Faded Zoom in the Subtle category and click 
OK. The Faded Zoom effect is new to 
PowerPoint. To make this effect start as soon 
as the slide loads, click the Start box and select 
After Previous. Next, click the box with the 
bulleted information, click Add Effect, point to 
Entrance, and select Fly In. 

Press F5 again to see a flashier presentation. 
Your title slide appears, as before, and waits 
for you to start the show. Press the Right 
arrow to move to the agenda slide and its ani¬ 
mated title. You'll notice the bulleted items 
didn't appear. You have to prompt the items to 
appear. Press the Right arrow when you are 


ready to talk about the first point. Repeat the 
key press when you're ready to speak about 
each additional item. Pressing the Right arrow 
after the last item has been displayed advances 
to the next slide (or in this case, to 
the end of the presentation). 


■ A Table Slide. Now that you 
have created two of the slides, it's 
time to get down to business. 
Because the presentation details 
how your business did last year, 
you need to present some data. 
Click slide No. 2 on the left pane 
and press CTRL-M to insert a 
new slide. Scroll down the Slide 
Layout task pane until you come 
to the Other Layouts section. 
Click the next-to-last layout in the 
left column, called Title And 
Table. Return to the center work¬ 
space, click the top box, and type 
Quarterly Sales By Region. 
Double-click the bottom box, 
change the number of columns to 
5, change the number of rows to 
4, and click OK to display the, table grid. Leave 
the top-left box of the chart empty and tab to 
the second box in the top row. Type 1st Qtr, 
2nd Qtr, 3rd Qtr, and 4th Qtr into the remain¬ 
ing four boxes on the top row. Complete the 
table using the data shown in the graphic on 
the next page; do not tab after the last entry. 
Instead, press F5 and step through your pre¬ 
sentation using the Right arrow. 

It's good, but you can still make it better. On 
the left, select slide No. 3 and click the title 
line. On the Slide Layout task pane, select the 
Custom Animation drop-down menu, point at 
Entrance, and select Faded Zoom, just as you 
did for slide No. 2. Remember to change the 
effect's Start property to Start After Previous 
or you'll end up pressing the Right arrow 
more times than you want. Click the table in 
the center workspace and add the same Faded 
Zoom effect but this time choose Start With 
Previous; this makes the table fade in when the 
title does. Run your presentation again and 
notice how much more polished the simple 
Faded Zoom effect makes the slides look. 


[air 



ran* 


The Custom Animation 
task pane gives you a 
chance to add pizzazz 
to your presentation. 
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Real-World Projects 


You’ve been sitting in front of your computer for hours, 
pressing the F5 key and imagining the applause 
your presentation will receive. 

■ A Slide With Movement. You've been 


Quarterly Sales by Region 



l'i Qtr 

2 nd Qtr 

3- d Qtr 

4* Qtr 

20.4 

East 

20.4 

27,4 , 

90.0 

West 

30.6 

38,6 

34.6 

31.6 

North 

4Si 

46.9 

45.0 

43.9 1 


Some in your audience will have difficulty digesting 
figures. PowerPoint helps you express those 
numbers in the simplest terms possible. 


■ A Chart Slide. When a presentation 
involves numerical information, such as your 
sales data, prepare the data on a slide that dis¬ 
plays just the actual numbers. And don't spend 
too much time on it: Your audience's attention 
will fade fast. You can spice those numbers up 
with a simple chart. 

Select slide No. 3, press CTRL-M, and scroll 
down to the very last layout in the left column of 
the Slide Layout task pane. Click this Title And 
Chart layout, return to the center workspace, 
click the top box, and type Sales Analysis By 
Region. Double-click the bottom box to open the 


default chart datasheet. The fact that your 
sales figures from slide No. 3 are already 
entered in the table is merely a coincidence 
(it's an author's trick to save some typing); 
normally you would need to re-enter your 
real data here. When you close the datasheet 
window, you return to your slide with a very 
professional-looking chart built for you. ■ 

The default chart type is called a Clustered 
Column and works well for your sales data. 
However, in other situations, you may want to 
change the chart type. To do this, click the chart 
and select Chart Type from the Chart menu. The 
14 standard chart types and their 73 divisions 
cover a way to diagram almost every type of 
data you will encounter, but PowerPoint also 
includes another 20 custom chart types, just in 
case. Remember to add the Faded Zoom effect 
to both the title and the chart so this slide is con¬ 
sistent with your others. 


sitting in front of your computer for hours, 
pressing the F5 key and imagining the 
applause your presentation will receive. 
Sometime during the deluge of praise, you 
realize you forgot the sales award you have to 
present. You need another slide, and quick. 

Click slide No. 4 on the left pane, select 
Duplicate Slide from the Insert menu, and 
change the new slide's title to And The 
Winner Is .*.. Click Picture arid AutoShapes 
from the Insert menu. Click the sixth icon 
from the left (Stars And Banners) on the 
AutoShapes toolbar and click the 5-Point Star 
in the top-right corner. Position the plus (+) 
cursor just above the tall green column in the 
3rd quarter, press and hold the left mouse 
button, and drag up and to the right to create 
a star. Release the button, right-click the star, 
click Format AutoShapes, and change the Fill 
Color to bright yellow. Click OK. After you 
create your star, all that's left is to add a little 
animation and some applause. 

Click the star and select Custom 
Animation from the Slide Layout task pane's 
drop-down menu. Add the Fly-In effect from 
the Entrance category, change the Start para¬ 
meter to After Previous, and change the 
Direction parameter to From Top Right. Click 
the 5-Point Star drop-down menu, choose 
Effect Options, and select Applause from the 
Sound drop-down menu to add some noise 
of gratitude for the winner. 

■ A Closing Slide. The final step in your 
project is to create a closing slide. Click the last 
slide on the left pane and press CTRL-M to 
insert a new slide. On the Slide Layout task 
pane, set its layout to Title slide. Change the 
information in the upper text box to Thanks 
for Attending! and enter a closing message or 
your contact information in the lower text box. 
Save your final presentation, press F5, and 
watch the magic happen! Ral 

by Dick Archer 


Handouts 

T o print handouts of 
your PowerPoint 
presentation, click Print 
Preview from the File 
menu. The 
default view 
displays your 
slides one at a 
time, but you can 
choose from 1-, 

2-, 3-, 4-, 6-, and 
9-slide pages by 
clicking the Print 
What drop-down 
menu. You can 
choose to have 
your slides print 
in either Portrait 
(vertical) or 
Landscape 

(horizontal) mode with 
frames around the slides. 
Printing handouts of a long 


presentation for a large 
audience can be an 
expensive and time- 
consuming project, so 



A landscape-style handout with three slides per 
page includes a place for notes below each slide. 


base your decisions off of 
that. For relatively short 
presentations the two-slide 


portrait pages produce 
very readable handouts. If 
you think your audience 
will need to make written 
notes during 
your 

presentation, the 
three-slide 
landscape format 
provides lines 
under each slide. 
You can create a 
quick title page 
for your handout 
by printing only 
the title slide in 
one slide per 
page format, 
either portrait or 
landscape, and 
omitting the title page 
when you print the 
reduced versions. rjgt | 
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Spin Cycle 

PowerPoint Even Makes 
Bad News Look Good 


Layouts option. On the slide, select Click To 
Add Title to insert a title and Click To Add Text 
to add the appropriate information. To add a 
picture of Johnson, click the Insert Picture icon 
(which looks like a mountain landscape) where 
it says Click Icon To Add Content. Select the 
image from your hard drive. 



S ales figures are way 
down. That's had. You 
have to present them 
to the shareholders. That's 
worse. Public speaking scares 
you to death. Oh no! 

» Crunch Time. The prob¬ 
lem won't go away if you just 
sit there. Get started. Launch 
PowerPoint 2002 and select 
From AutoContent Wizard in 
the task pane. The AutoContent 
Wizard is designed to give you 
ideas and help organize your 
presentation. 

Click Next. From the list on the right, 
select the Presentation Type: Communicating 
Bad News. Click Next. The wizard asks you 
what type of output you'll be using. Select 
the On-Screen Presentation radio button and 
click Next. Enter a title for your presentation 
(Sales Figures for 2001) and a footer absolv¬ 
ing you of any blame (NOTE: These num¬ 
bers are not my fault). 

You're probably so nervous about having to 
deliver the bad news, you can't even think 
straight. "What am I going to say? How am I 
going to break it to them? Should 1 open with a 
joke?" No worries. When you click Finish, 
PowerPoint creates a presentation with an 
already developed outline. 

PowerPoint's screen is divided into three 
sections: an outline on the left, a slide image on 
the right, and a notes section below the slide 
image. Your job is to answer all the questions 
posed in the outline. Highlight the text in the 
outline or slide window and change it accord¬ 
ingly. For example, on slide No. 2 replace 
"State the bad news" with Sales are down. 
Repeat this function for all the slides. 

■ Stay Of Execution. Now, you could leave 
the presentation as is, and you'll probably get 
fired. Let's avoid the kill-the-messenger syn¬ 
drome. Keep your audience hanging by 
answering and posing a question with every 
point you make. For example, the statement 


"Sales are down" begs the question, "How low 
are they?" Here's a perfect place to insert a 
chart showing the dropping figures. 

Select Chart from the Insert menu. A bar 
graph appears in the second slide along with 
sample data. Simply replace the data with 
your figures. To change any element of the 
chart, right-click that item and select Format. A 
pop-up window gives you options to change 
font, color, and other attributes. 

Your shareholders know how low the num¬ 
bers are, they want someone to blame. You've 
chosen Johnson. Let's add a new slide as slide 
No. 3 and insert a picture of the scapegoat. 

To add a new slide, select New Slide from the 
Insert menu. On the right, a series of layout 
options appear. Select the first Text And Content 


m 

Who to Blame? 




To help people visualize the source of the 
problem, PowerPoint enables users to add 
pictures to their slide presentations. 


■ Baby Steps. You've got the 
story, results, and the cause. The 
information's going to be a 
bomb, so drop it on them gen¬ 
tly. Reveal each item with some 
animation. Click the second 
slide and select Custom Anima¬ 
tion from the Slide Show menu. 
You have three elements on this 
slide; the title, the first bullet 
point, and the chart. 

You're going to bring in each 
one slowly and on your cue. 
First, click the title. From the 
task pane, select Add Effect, 
Entrance, and either select an 
eiffect or click More Effects to 
find the technique you want for introducing the 
element. Under Modify, select On Click in the 
Start drop-down list and select Medium speed. 
Repeat the procedure for the bullet point and 
chart. When you're done, click the Slide Show 
button to see it in action. Click the mouse every 
time you want to see an element revealed. 

K A Good Start. You can use different ani¬ 
mations for each slide. Play around. You'll 
have fun with the possibilities, but don't go 
overboard. Here are some presentation don'ts: 

• Don't use multiple fonts, a dark font on a 
dark background, or too many colors. You 
want your presentation to be easy and com- 
fortablaon your audience's eyes. 

• Don't show off ALL of PowerPoint's fea¬ 
tures. Yes, PowerPoint has many cool fea¬ 
tures. You don't need to show all of them in 
your presentation. Sound, video, or an 
image should be pertinent to the point 
you're making. If the element isn't neces¬ 
sary, don't use it. 

• Don't give too much information. Surely 
you're going to give the best presentation 
ever but be considerate to your audience. 
Nobody likes to be in a meeting room for 
hours, especially when it's bad news. 

• Don't let Johnson in the room when you 
give this presentation, [ls] 

by David Spark 
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Set Up Your Shrine 

Use Frontpage Templates 
To Start A Fanzine 



F or decades, anyone 
who wanted to create 
and disseminate infor¬ 
mation in a readable format 
had to pay for printing and 
mailing these works. The 
Internet has forever changed 
that state of affairs. Now, 
anyone with a little talent and 
perseverance, plus access to 
the right software and hard¬ 
ware, can create colorful, 
informative publications and 
post them online, completely 
eliminating printing and 
mailing costs. FrontPage 2002 is an excellent 
choice for creating these communiques. 

■ Cover Story. No one's suggesting that the 
Internet is an appropriate medium for a 64- 
page magazine. It is perfect, however, for 
newsletters, such as fanzines, publications that 
pay homage to a particular person or special 
interest. You can design your own fanzine 
using FrontPage's powerful templates. 

Create an organizational structure. Browse 
the Web for ideas (both Yahoo! and Google 
index hundreds of fanzines). Most fanzines and 
newsletters use a cover page with "teaser" links 
to other pages on that site or on someone else's. 
Covers range the gamut from the very sparse 
cover of the Tori Amos Fanzine (http://www 
.toriamos.org) to the Terry Gilliam Fanzine 
(http://www.smart.co.uk/dreams/home.htm) 
to the information-filled Tombstone (http:// 
www.tombstone.gr). 

Design your look. Decide if you want 
your piece to resemble a printed newsletter. 
Of the examples given above, Tombstone has 
a very traditional newsletter look; the Tori 
Amos fanzine does not. Choose how many 
graphics you want and see if you can obtain 
them (legally). Create an identifying cover 
graphic or masthead, the name of a publica¬ 
tion displayed on the top of the first page. 

Gather your information in advance. Ask 
yourself what would interest you if you were a 
reader. Use links to other sites rather than 


describing them in detail. When you gather 
information, proofread it carefully for mistakes 
before inserting it 

■ Design Basics. A perfect choice for your 
fanzine is the Personal Web template, which 
contains, by default, a main page, photo gallery, 
feedback form, and more. 

From the File menu, choose New, Page Or 
Web, and click the Web Site Templates link 
in the task pane. Click Personal Web and 
OK. Choose a look for the site by changing 
its Theme. Choose Theme from the Format 
menu and make a selection (preview each 
theme by clicking it). You can always change 
this later if you wish. 

From the Folder List, double-click 
Index.htm to open it. This is the main (cover) 
page for your fanzine. .Look for the dotted 



easily be turned into a fanzine or newsletter. 


lines. These delineate the cells of a table—the 
placeholders for your text and graphics. If a 
cell accepts text, a cursor appears when you j 
click the cell. If it accepts graphics, a bounding 
box (six squares surrounding the cell) appears. I 

Click the Welcome To My Web Site area at I 
the top. This is the Page, Banner; it holds your 
masthead or main image. Select Picture From | 
File from the Insert menu to insert a graphic. If I 
you want a text-based masthead or headline, 
delete the bounding box. The cell will then 
accept text instead. Insert or alter the text and 
graphics in the other cells of the page. Drag the 
dotted lines to change the size of cells. 

To customize the links that stem from your 
page, right-click them and select Hyperlink I 
Properties. You can also personalize the items ! 
on the Links Bar (the list of links on the left I 
side). In the Views panel, click Navigation. I 
Here you see the Page Banners of the other ; 
pages. Open the page in question and right- j 
click the Page Banner at the top. Select Page 
Banner Proper-ties and change the title. 

Continue through your fanzine, designing j 
each page in this fashion. If you do not want to j 
use some of the pages, click their title in the 
Folder List task pane and press DELETE. After | 
you have added the information on each page, j 
click Preview from the bottom toolbar to view 
each page as it will appear online. 

To further enhance your site, you can add or j 
delete cells, add animation, change fonts, and 
more. When you are satisfied with your 
project, you can upload it to the Web. 

■ Fanzine Don’ts. As you create and main- | 
tain your fanzine, keep in mind these no-nos: 

Don't overburden your site with large i 
graphics or special effects. FrontPage has a 
load-time indicator at the bottom-right comer 1 
of the screen. Use it. 

Don't monkey around with your format. 

Find a clean, uncluttered look and stick with it. i 
Publications succeed when they have a consis¬ 
tent look from issue to issue. 

Don't forget to change the content I 
frequently. Consistency in layout is one thing; 
stale news is another. Fans want to know the lat¬ 
est information. Give it to them. 

Don't overwhelm the reader by trying to 
cram 10 pages worth of stuff onto one page. 

The sites in our examples use multiple pages j 
for a reason. You should, too. 51 

by Jennifer Farwell 


124 Office XP / Learning Series 
















I-World Projects 


Best-Laid Plans 


Publisher Provides The Layout; 
You Supply The Energy 



W ith Publisher 2002, you have one of 
the most user-friendly page layout 
programs currently on the market. 
Combining Microsoft Word's ease of use with 
[ the sophistication of expensive page-layout 
programs such as PageMaker and Quark¬ 
XPress, Publisher 2002 takes page-layout soft¬ 
ware to a new level of accessibility. 

In this article, you'll learn how to put 
Publisher's power to use and create a profes¬ 
sional-looking, tri-fold (three-panel, folded) 
brochure: Publisher 2002 incorporates dozens 
; of templates and wizards to assist novice 
users in creating visually compelling bro¬ 
chures, newsletters, flyers, and other printed 
materials. These tools act as a basis of proven 
design principles that enable the user to 
focus on the most important aspect of the 
; piece: the message. 

Will Publisher 2002 handle everything for 
you automatically? No. But it will give you a 
solid foundation on which to build. With this 
1 foundation, a little enthusiasm, and a willing- 
| ness to learn some design essentials, you can 
create printed materials that stand up against 
I the best efforts of graphics professionals and 
creative houses—all with one little program. 


■ Cool Tools. Publisher 2002 provides sev¬ 
eral excellent means to facilitate your design 
efforts. One of these included in Office XP is 
Photo Editor, an image editor that enables 
you to scan, edit, or resize images. You can 
also use Photo Editor to convert Web graph¬ 
ics for use in printing. 

Before you begin, check to make sure 
Photo Editor is installed on your system as it 
is not installed during the typical installa¬ 
tion. Click Start, Programs, and Microsoft 
Office Tools. Look for Photo Editor on the 
• drop-down menu. If it is there. Photo Editor is 
installed. If not, insert the Publisher 2002 
installation CD and wait for the setup wizard 
to begin. (If it does not begin, select Run from 
the Start menu and type x:\setup.exe, where x 
is the letter of your CD drive). 

When the wizard begins, make sure the 
Add Or Remove Features radio button is 
selected and click Next. Click the plus (+) 
sign in front of Office Tools. Look for the 
option that says Microsoft Photo Editor. 
There should be a red X in front of it. Click 
the X and choose Run From My Computer. 
Click Update and Photo Editor will be 
installed on your computer. 


S Get It Together. With Publisher and Photo 
Editor at the ready, take a few minutes to orga¬ 
nize your materials—copy and graphics. 

Create a work folder for your brochure. 
You should always create a folder to hold your 
Publisher file and all related images. Right- 
click the Desktop and select New and Folder 
from the pop-up window; name the folder 
whatever you wish. 

Write your copy points. You can create 
your copy (headline, subheads, text, arid tag 
lines) in its entirety or just jot down a few 
ideas. If you know what you want to say, you 
may find it helpful to type it out in a text file in 
Word. Later, you will have the option of either 
cutting and pasting the text from Word to 
Publisher or inserting the entire file. Save all 
files created for your project to the work folder 
on the Desktop for later retrieval. 

Decide what images you will use. A popu¬ 
lar look for brochures is using one main image 
on the cover with several smaller ones sprin¬ 
kled throughout. Most printed materials also 
include a logo of some sort. These graphics can 
come from many sources: digital files stored on 
the hard drive, prints that you scan into either 
Photo Editor or Publisher, or clip art that comes 
with Office and Publisher. Copy any graphics 
you wish to use to your work folder. You can 
also wait until you have finished and use 
Publisher's Pack And Go feature in the File 
menu to copy your graphics to the work folder. 

(NOTE: GIFs [Graphics Interchange Format], 
including the ones provided with Publisher, work 
mainly for Web use and do not reproduce well even 
on desktop printers.) 

■ At the Ready. The design templates that 
come with Publisher offer another important 
design tool that beginners will find especially 
useful. Templates are formatted publications, 
organized according to basic design principles. 
They contain dummy text and graphics that 
act as placeholders until you fill in your own 
information into the space. 

For your first tri-fold brochure, we recom¬ 
mend you select one of these templates. Those 
with experience can begin their projects from 
scratch (using a blank page). However, until 
you familiarize yourself with the program 
(and even after), the templates make the 
design process quick and easy. 

When you first open Publisher, you notice 
that the templates are organized into cate¬ 
gories, with thumbnails on the right and their 
corresponding categories on the left. If you do 
not see them, select New from the File menu. 
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Categories range from News¬ 
letters to Gift Certificates. To 
choose a template for a tri¬ 
fold, look in the left pane and 
click Brochures. 

Each option features the 
same basic layout. On the page, 
the cover fills the right third, 
the back panel takes up the 
middle, and the fold-in flap 
occupies the left. A second page 
becomes the three inside panels 
once the paper is folded. 

Scroll down until you find 
a design you like. For the 
examples shown in this arti¬ 
cle, we created a mythical 
garden club and designed a 
brochure promoting a club 
picnic. The template we chose 
'was Linear Accent Informa¬ 
tional Brochure. 

■ Make It Personal. Once you select a 
design, click it and Publisher creates your pub¬ 
lication's foundation. A dialog box should 
appear and prompt you to fill in personal infor¬ 
mation for your brochure. If the dialog box 
does not appear, select Personal Information 
from the Edit menu. Choose the information 
set, such as Home/Family or Other Organiza¬ 
tion, that best fits your purpose. 

You do not have to provide any of this data, 
but if you do, Publisher fills your layout with 
the information and saves it for future use, as 
well. When you have finished filling out this 
section, click Update. 


Cover Story. After updating 
your personal information, fill in 
the basic copy and text elements 
for the piece. To avoid extra 
work, you should do this before 
you begin customizing the tem¬ 
plate with different type styles 
(fonts) or design changes. 

Look for the Zoom box in the 
Toolbar (a view percentage will 
be in the box). Click it and enter 
100 to enlarge the page view. 
Scroll so that the right panel is 
visible. This right panel repre¬ 
sents the cover of the brochure. 

Click the text box at the top of 
this panel and type a headline. 
Scroll down to the text boxes 
beneath the picture and alter the 


organization name and theme line, if desired. 
Remember that the text and graphics placed in 
these positions are just there to hold space. 
You can change them at will. 

Insert an image of your choice in place of the 
one currently on the cover. To do this, right-click 
the image and choose Change Picture from the 
pop-up menu. Select From File. In the Insert 
Picture window, click the drop-down list at the 
top of the window and navigate to your work 
folder, choose the file, and click Insert. 

If you do not have a ready-made graphic, use 
the dip art that comes with Publisher. Navigate 
to the location where Publisher was installed. 
Double-click the Clipart folder and the folder 


Pub60Cor. (If you cannot find 
the folder, do a search in 
Windows Explorer for it and 
note where it is stored.) A list 
of available graphics appears, 
and you can click a file to pre¬ 
view it. When you find one 
you like (avoiding those listed 
as GIFs), click Insert. 

Right-click the image again 
and select Format Picture. 
Click the Size tab and look in 
the Height and Width boxes 
under the Scale option to make 
sure the image is not scaled 
above 100% (100% yields the 
best printing results). If that, 
percentage is more than 100%, 
reduce it to 100% in both boxes 
and reposition the image on 
the page using the arrows on 
your keyboard. Whenever you 
put a graphic on a page, check the image size to 
make sure it retained its proportions. 

9 Back To Basics. Scroll until the center 
panel occupies your screen. The bottom of this 
panel contains the personal information you 
provided earlier. Most brochures use this posi¬ 
tion for identification purposes, but you can 
change it to whatever you want. 

Above the text block, you will notice a pyra¬ 
mid icon with the word "Organization" 
beneath it (nearly all the design templates have 
this feature). These are placeholders for your 
company or group name and logo. Change the 
graphic and the text to reflect your logo and 
organization name. 

The two items are grouped 
together, which means they are 
combined so they can be moved 
or resized as one. To separate 
them, click the pyramid icon 
twice—once to select the group 
and once to select the item itself. 
With the pyramid selected, 
right-click it and insert a new 
image using the steps taken to 
replace the logo on the front 
panel. Publisher asks if you 
want to replace the logo in the 
Personal Information section. If 
you want to use this graphic for 
other projects, click Yes. 

Once you place your logo on 
the page, save the publication. 
You want to save your work 
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The sample brochure we created using Publisher’s templates contains 
different elements to make it visually interesting. It’s filled with plenty of 
white space to let the important information “breathe.” 


I very frequently. Few things are 
as disturbing as losing a lot of 
hard work because of a glitch. 

When you look at your insert- 
i ed logo, notice that Publisher has 
manipulated the graphic to fit the 
I box. You can enlarge or reduce 
i this logo if you wish. Because the 
’ logo and text are grouped, you 
will need to ungroup them 
! before you can enlarge tire logo. 

: With the logo selected, choose 
Ungroup from the Arrange 
I menu, click a blank part of the 
page to deselect the boxes, and 
click the logo again. You can now 
I drag one of the box handles to 
| increase the logo's size. 

Now, click the word "Organ¬ 
ization" to add the name of 
your company or group. If you 
increase tire number of words, 

Publisher will reduce the type size to fit them 
into the existing space. If this occurs, or if type 
; disappears because it cannot fit in the box, 
drag the handles of the text box to enlarge it, 
[ just as you did for the icon. 

I In The Fold. Our next mission is to fill in the 
[ left panel, the inside fold of the brochure. Insert a 
new picture in the picture box or delete the 
( image, if you prefer. Replace the dummy text at 
the top of this panel with information about your 
f group, company, or product. To insert this text, 


you have three options: select it and key in new 
text, cut and paste information from an open 
Word file, or insert an entire text file. To perform 
this third option, dick the text box, right-click it, 
choose Change Text, and Select Text File. 

Once you work your magic on the left panel, 
the basic information for the exterior sections of 
the brochure is now complete. Save your 
brochure and click the 2 at the bottom left of the 
page to move to the interior panels of the 
brochure. Customize the images and text in the 
same'manner as you did for page one. 


■ Final Touches. After the text 
and graphics for your brochure are 
in place, add the polish by tweaking 
text and graphics. Some touches to 
play with include changing font 
sizes and styles, which you can do in 
their respective drop-down lists in 
the Toolbar. You can also alter Font 
Schemes or Color Schemes by way 
of the Format menu. Be aware, how¬ 
ever, that changing a Font Scheme 
will remove any manual modifica¬ 
tions (such as font sizes) you have 
made to the current scheme. 

As you prepare youf own materi¬ 
als, keep these don'ts in mind: 

• If you use templates, don't worry 
about matching the category (such 
as Event) to the topic of your publi¬ 
cation. It is easier to change the 
information in a layout you like 
than it is to change the layout itself. 

• Conversely, don't forget to compare the 
design against your intended purpose. The 
overall look of a piece (such as zany or 
somber) sends as great a message as the 
information contained therein. 

• Don't try to fill every inch of space. Blank 
areas (white space) let the reader identify 
the important elements. 

• Don't use too many colors, fonts, or graph¬ 
ics. Simple is always better, HU 

by Jennifer Farnell 


Going Commercial 

F or best quality, you may wish 
to have your brochure printed 
either at a copy shop with a 
four-color laser printer or on a 
short-run commercial press. 
Publisher provides all the tools 
you need to prep your job for 
printing by an outside company, 
but the results will only be as 
good as the product you deliver. 
Here are tips for preparing your 
publication for outside printing: 

Pro formats. When you 
choose graphics for youf 
publications, pay heed to the file 
formats. The best choices for 
professional printing are WMF 
(Windows Metafile), EPS 


(Encapsulated PostScript), 

JPEG (Joint Photographic 
Experts Group), and TIFF 
(Tagged Image File Format). 

WMF and EPS are vector 
graphics and can be scaled up in 
size with no loss in quality. The 
others are bitmapped—composed 
of tiny squares of color—and 
cannot be enlarged without a 
reduction in quality. 

If you plan to use bit-mapped 
graphics, check their resolution in 
Photo Editor. For desktop 
printers, 72dpi (dots per inch) may 
suffice; for color laserjets and 
printing presses, you will need 
225dpi. Open the file in Photo 


Editor and select Properties. 
Change the resolution to 225dpi 
before you insert the file into 
your document. 

Letter perfect. Select 
Commercial Printing Tools and 
Color Printing from the Tools 
menu. Click Process Colors 
(CMYK). Next, from Commercial 
Printing Tools, click Fonts and 
choose Embed TrueType Fonts 
When Saving Publication. Check 
that all listed fonts are TrueType 
and can be embedded. If not, you 
will need to substitute the 
problematic font for another one. 

Translation. Check with the 
company printing your piece to 


see if they can accept Publisher 
files. If so, ask if they can read 
Publisher’s Pack And Go file, an 
executable file containing all the 
necessary information for the 
job. If they can, select Pack And 
Go from the File menu, anc( 
choose Take To A Commercial 
Printing Service. 

This will embed the TrueType 
fonts and graphics used in the 
piece and save them as an 
executable file. It will also let 
you print a separated (each 
color by itself) proof to give to 
the printer. □ 
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Info On-Demand 

Help Features Give You Answers When You Need Them 



I f you've been around personal computers 
for a while, you know that software docu¬ 
mentation has evolved from traditional 
printed manuals to disk-based Help files 
and now to Web-based Help files. 
Depending on the software vendor's budget 
and the skill of its technical writers, the disk- 
based, fijee help files may or may not have 
been helpful to the user. Even Microsoft, with 
its nearly unlimited resources, couldn't meet 
every user's needs when it delivered Visual 
Basic 5 on one CD and six inches of printed 
manuals. Most serious users found themselves 
at the local bookstore purchasing third-party 
technical books for $50 or more each. 

Office XP boasts many new features 
designed to help both novice and veteran users 
with their productivity. Delivering documen¬ 
tation on such a complex product that is suit¬ 
able for a diverse group of users presented a 
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real challenge to Microsoft. With Office XP, 
Microsoft attacked the issue of user education 
from every front: integrated help, online help, 
near-line (or CD-based) help, Web-based help, 
knowledge databases, product tours, and 
online seminars. And, of course, Clippy and 
the other animated Help agents are still 
around, contrary to rumors of their removal. 

■ Help While You Work. The most com¬ 
mon need for help arises when you actually 
work in Office XP. Precise questions spring to 
mind, and they require very specific answers. 
If you need to insert a hyperlink into a Word 
document, you want Step-by-step instructions, 
not a dissertation on the history of the Internet 
or a formal definition of the word "hyperlink." 
Fortunately, Office XP provides several conve¬ 
nient ways to get in-document help without 
requiring you to leave your application. 


Ask A Question bdx. Located, by default, 
on the far right of each Office XP application's 
menu bar, the Ask A Question box provides a 
place for you to type in a question, phrase, or 
word describing the subject with which you 
need help. After typing your question, press 
ENTER to view a drop-down list of responses. 
The responses work like hyperlinks on a Web 
page. Click the appropriate response and the 
Help system opens to the selected topic. For 
example, if you enter How do I print? in 
Word's Question box and press ENTER, Office 
XP answers with a list of responses that 
includes the selection Print A Document To A 
File. Click this response to open the Help win¬ 
dow to the topic of the same name. If you enter 
a question for which no help is available, How 
do I fly? for instance, the Help system informs 
you that no answers could be found. (Maybe 
flying will be included in a future release.) 

The Office Assistant. The Office Assistant is 
a customizable, semi-automatic Help system 
that provides help and tips on tasks you 
perform as you work, often before you even ask 
the question. Visually, it appears as an animated 
character on your screen. The standard 
assistants are Clippy the paper clip (real name 
Clippit), The Dot, FI (a robot), Office Logo, 
Merlin (the magician), Mother Nature (dis¬ 
guised as planet Earth), Links (a cat), and Rocky 
(a dog). Clippy even has its own Web site at 
http: / / www .microsoft.com / office /clippy 
where you can play a shooting gallery game and 
plunk Clippy with common office objects. 

All fun aside, the Assistant may signal a 
better way to accomplish a particular task as 
you work by displaying a light bulb next to 
itself. You can ignore the tip or click the light 
bulb to view the suggestion. The Assistant also 
includes a search balloon similar in function and 
scope to the Ask A Question box. To activate 
this feature, press FI at any time. If the correct 
topic doesn't appear in the balloon, you can click 
None Of The Above, which sends you to the 
Microsoft Office Web site where your search 
will automatically be submitted. 

The Help window. The Help window, the 
default Help interface when the Office 
Assistant is turned off, resembles the Help 
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systems found in typical Windows applica¬ 
tions. The Help window includes three tabs: 
Contents, Answer Wizard, and Index. The 
Contents tab lets you browse the Help 
topics by category much the way you 
would use a Table of Contents in the front 
of a book. The Answer Wizard tab 
functions similar to the Ask A Question 
box. The Index tab asks you to enter one or 
more keywords into an auto-complete box 
that displays a list of matching keywords as 
you type. Selecting one of the matching 
words produces a list of related topics from 
which you can select the most appropriate 
one. As with the search balloon found in 
the Office Assistant, the Help window lets 
you search Microsoft's Web site if the 
desired topic is not found locally. 

ScreenTips. ScreenTips provide help about 
different elements (such as buttons and dialog 
boxes) that you find on-screen. You can access 
tips by selecting What's This? from the Help 
menu, pressing SHIFT-F1 and clicking a screen 
element to learn more about its function, resting 
the mouse pointer over a button to see its name, 
or clicking the question mark inside a dialog box 
to learn more about acceptable entries. 

■ Web Help. If the above Help features don't 
provide an answer to your question, Office 
offers quick access to Microsoft on the Web. 
Click Office On The Web from the Help menu. 
This selection opens your Web browser to 


http://office.microsoft.com/assistance, 
Microsoft's Assistance Center that deals with all 
things relating to Office. 




From here, you can install updates, get help 
on a variety of tasks, access the Template 
Gallery, and much, much more. You can even 
access both machine- and human-powered 
foreign language translators. Other links take 
you to a variety of reference materials such as 
. Microsoft's online version of Encarta, which 
contains an encyclopedia, a dictionary, and a 
world atlas. Anyone who uses Microsoft Office 
should visit the Assistance Center at least once 
and become familiar with what it has to offer. 
If you use Office products on a regular basis, 
you will visit frequently. 

One of the most significant benefits of 
Web-based Help is that it can be updated and 
distributed almost instantly. Web-based 
information is almost always more current 
than the Help files that came on your product 
CDs or printed manuals. 

Knowledge Base provides another valuable 
source of online information about Microsoft 
products. It contains white papers, articles, and 
general information about most Microsoft 
products. With so much information available, 
requesting specific keywords and search 
phrases is important, but you can often find 
workarounds and problem resolutions here that 
would otherwise only be available to Microsoft 
technical support specialists. You can find the 
Knowledge Base by going to http://search 
.support.microsoft.com/kb/c.asp. Once there, 
select a product, pick a search type, and enter 
your keywords or question. You will then have 
immediate access to a broad range of topics. 


The Help window gives users access to the 
extensive Help subsystem within Office XP after 
you turn off Clippy and its friends. 


■ Online Training. So far we have explored 
Help resources designed to get you past a 
specific problem and get on with your work as 
soon as possible. These answers are typically by Dick Archer 


brief and to the point as opposed to the type of 
dialogue you would find in a reference manual 
or tutorial. If you wanted to learn about a 
product you've never used, that product's 
Help system would definitely not be the 
way to do it. Instead, you should take 
advantage of two other tools: product tours 
and training seminars. 

To take a guided tour of any Office XP 
product, browse to the Office home page at 
http://www.microsoft.com/offite. This is 
primarily a sales-oriented site, but if you 
point to the word Evaluation on the left 
panel, you see two useful links: Demo and 
I Tours. Follow the Demo link to take an ani¬ 
mated, interactive tour of the Office XP suit¬ 
e's general features. The Tours link displays a 
Web page offering tours of specific Office XP 
products. As mentioned, these tours, by design, 
encourage you to purchase or upgrade to Office 
XP, but if you haven't used a particular product 
before, this is a good place to start. 

For in-depth, hands-on training resources, 
return to the Office Assistance Web page 
(http://office.microsoft.com/assistance) and 
click Office eServices in the left panel. Under the 
heading Training & Reference, click the link to 
Online Training and click Microsoft Interactive 
Training. Here you can browse to a catalog of 
interactive, step-by-step online courses. Each 
course takes five to eight hours to complete and 
costs $29.99 for 365 days' usage. 

The Interactive Training home page also 
includes a link to a free, 3-lesson Office XP 
course to give you a preview of what the real 
courses are like. The demo course lasts about 15 
minutes and includes sample lessons on Word, 
Excel, and Outlook. The lessons, narrated by 
two different voices (male and female), include 
step-by-step sections where you must correctly 
interact with representations of real product 
menus and dialog boxes. Each lesson begins 
with a pre-lesson assessment quiz and ends with 
an evaluation quiz. If school had been this much 
fun, perhaps... but that's another story. 

■ Another Satisfied Customer. With the 
release of Office XP it appears that Microsoft 
may have discovered the real secret to selling 
software: make existing users as productive 
and successful as possible and let them spread 
the word. Besides, the happier you are with 
Office XP the more likely you are to purchase 
the upgrade to the next release . . . and the 
next, and the next, and the next. 53 
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XP Hardware & 
Software Conflicts 


Get correct drivers. Updating your 
system's drivers is a good idea, particularly 
video drivers, scanner drivers, and printer 
drivers. A number of problems resolve when 
you simply install updated video/printer 
drivers. We'll cover some specific, known 
issues later in the article 


Watch Out For Driver Incompatibilities 


R arely Office programs, 
such as Word or Excel, 
experience conflicts related 
to software or hardware. Most of 
those problems occur in the realm 
of the OS (operating system). 
However, a number of document¬ 
ed problems might plague users 
who have recently upgraded. 
Fortunately, many of these can be 
solved with simple troubleshoot¬ 
ing. Before pressing on to some, of 
the specific conflicts and errors 
you may encounter, we have col¬ 
lected some general troubleshoot¬ 
ing steps you can use to help 
avoid simple problems. 


■ Preemptive Steps. Trou¬ 
bleshooting needs to be 
approached in a careful and 
orderly manner, particularly 
when dealing with "Illegal 
Operations," "Invalid Page 
Faults," and "Exception Errors." 
Unfortunately, the source of these 
errors can be virtually anything: a 
memory conflict with another 
program, corrupted data, a bad 
installation, a virus, or even a 
hardware conflict. 

If you experience these errors, 
especially on a regular basis, check 
with Microsoft's Knowledge Base to see if this 
problem is a documented one with a solution. 
Troubleshooting these errors alone could take a 
dozen pages to cover, so we've pared down 
some of the easier steps to get you started. For 
complete information, please see Microsoft's 
Support Knowledge Base at http://support 
.microsoft.com/directory and type Q290929 in 
the article number field. 

Scan the drive. Before installing Office 
XP, run ScanDisk and Disk Defragmenter 
utilities on all your system's hard drives. Click 
Start, point to Programs, point to Accessories, 



Registry concerns. Make sure your 
Registry shows no signs of corruption. Click 
Start, point to Programs, point to Accessories, 
point to System Tools, and click 
System Information. Open Registry 
Checker in the Tools menu. The 
Registry Checker looks for corrupt¬ 
ed entries in your Registry. 

As you will see, these steps play 
an important role in finding the 
answer to your problems. If you 
determine that your problem is 
specific to a certain hardware or soft¬ 
ware conflict, you may need to go to 
the manufacturer's Web site and dig 
around for additional information. 


■ Printing Problems. Numerous 
documented problems can occur 
when printing from Office XP 
applications to certain printers. In 
most cases, updating or changing the 
printer drivers corrects the problem. 
Some specific issues follow: 


point to System Tools, and select ScanDisk. 
Once Scandisk has completed its task, run Disk 
Defragmenter (which is also found in the 
System Tools folder). ScanDisk ensures )four 
hard drive is functioning problem-free, and 
Disk Defragmenter sees if the hard drive is 
performing optimally. 

Close programs. Although multitasking 
is nice, shut down extraneous programs, virus 
protection, and third-party screen savers, prior 
to running the Office XP Setup. This improves 
overall system performance and reduces the 
chance of a software-related conflict occurring. 


Problem: An Office XP docu- I 
ment with hidden text doesn't print 
properly on an IBM InfoPrint 20 PS 
(PostScript) printer. 

Description: This occurs on 
Windows 9x systems installed with 
Windows' default IBM Infoprint 20 I 
PS drivers. If you create a docu- j 
ment with hidden text and choose j 
to print with hidden text, the j 
document will not print properly. 
Solution: Update your IBM 
Infoprint 20 PS drivers. The latest drivers can 
be downloaded from http://www.printers I 
.ibm.com/R5PSC.NSF/Web/nppsdr. 


Problem: Printing from PowerPoint 2002 
to an HP (Hewlett-Packard) 4500DN Color 
Printer yields no output at all. 

Description: This occurs only in 
PowerPoint. There are no error messages; the 
printer simply doesn't respond. If tested, 
PowerPoint will even print to other printers. 

Solution: This problem is specific to 
HP4500DN v2.01 Printer drivers. The first 
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Microsoft recommended solution is to 
download and install drivers for the HP 5M 
[ printer, which can emulate the 4500DN. 
Another option is downloading and installing 
updated HP4500DN drivers. Either set of 
I drivers can be found at http:Wwww.hp.com. 

Problem: Printing a document through 
Word 2002 causes Word to "hang." Although 
the system hasn't locked up, the printer does 
take an inordinately long time (long enough to 
get a cup of coffee, read some e-mail, and 
forward the latest Internet joke to your buddy) 
before it outputs the document. 

[ Description: This occurs if you print a 
graphics-intensive file to an HP printer using 
the PS printer language. Word hasn't actually 
locked-up, it's just waiting for graphics to load 
into the printer's memory. Depending 
on the size of the graphics file and the 
; amount of printer memory, the docu¬ 
ment can take a long time to print. 

If you print multiple copies of a docu- 
| ment, only the first will print slowly, 

| and the rest print at regular speed. 

Solution': Print your document 
using HP's PCL (Printer Control 
Language). You will most likely need 
to reinstall your printer driver to 
install PCL driver. Don't worry, you 
can have a PS Laserjet driver and a 
PCL Laserjet driver installed at the 
same time. Though they both print to 
the same printer, Windows usually 
! treats them as different printers. It is 
[ generally quicker to print single 
I documents to PCL printers, but it 
f takes less total time to print multiple 
copies of a single document to a PS printer. 

H Display Problems. As with printing 
I problems, most display-related problems 
resolve when you install the latest display 
I adapter drivers for your system's video card. 
[ The best source for updated drivers is the 
video card manufacturer's Web site. 

Problem: Scrolling through or resizing a 
document causes graphical anomalies, such 
as a corrupted display or graphics not being 
displayed properly in one way or another. 

Description: Graphics problems manifest 
j in a variety of ways and can affect both text 
I and graphics inserted into a document. For 
[ example, text and graphics may not be posi¬ 
tioned correctly after you resize the document, 
or they may contain white bands or missing 


pieces. Alternately, graphics and text may not 
even display at all. 

Solution: Correct this problem by updat¬ 
ing your video card's Windows drivers. Office 
XP takes advantage of the next generation of 
the Windows GDI (Graphical Device Interface) 
called GDI+, which is used in Windows XP. 
Older video drivers may experience problems 
because of this. Contact the manufacturer of 
your video card and obtain the latest video 
drivers, which you typically find on that man¬ 
ufacturer's Web site. 

Problem: The dreaded "Illegal Operation" 
can occur when working in Excel, Word, 
PowerPoint, or Publisher. If you click the 
Details button, you may receive an additional 
message stating, "<program> caused a general 


protection fault in module 3Dfxl6v3.drv at 
<memory address>". 

Description: This occurs at any point 
while working on a file. It is a known issue 
that occurs with 3Dfx's now-defunct Voodoo3 
2000, Voodoo! 3000, and Voodoo3 3500 TV 
series of video cards. If you are experiencing a 
different "Illegal Operation," however, try 
some of the general troubleshooting steps 
mentioned at the beginning of the article or 
refer to Microsoft's Web site (http://www 
.microsoft.com) for additional support. 

Solution: Update your 3DFX display dri¬ 
vers to the latest version. The latest drivers can 
be downloaded from http://www.3dfx.com 
/downloads.htm. (NOTE: Given that 3DFX is 
no longer in business, gamers looking for an excuse 
to upgrade to a new 3-D card might keep this driver 
update a secret from mom, dad, or spouse.) 


■ Installation Problems. Users find instal¬ 
lation problems the most frustrating. Not only 
can they be difficult to troubleshoot, but few 
things make us keyboard-smashing, monitor¬ 
shaking, curse-like-a-sailor angry than watch¬ 
ing a 30-minute install process stops at the 97% 
Finished mark and leave 400MB of broken 
office applications on our hard drive. The 
problem is so prevalent that Microsoft's 
Internet Support Knowledge Base even has an 
entire category for Office XP Setup problems. 

Problem: During an Office XP installation, 
an error message such as "Error Reading 
CD-ROM" occurs. Repeated attempts to install 
it may result in different error messages and 
the installation being halted at different points. 
Regardless of the specific error, the installation 
will stop suddenly, report an error 
message, and conclude with "Setup 
Cannot Continue" and close. 

Description: This type of erratic 
behavior during an installation shows 
that the system is having difficulty 
reading the Office XP CD. Unfortu¬ 
nately, the exact cause of the problem 
eludes an exact answer, because the 
error takes a variety of forms (lockups 
and error messages) depending on 
when the installation fails. Some¬ 
times, reinstallation attempts perform 
past the point where the error initial¬ 
ly occurred, only to fail later. 

Solution: You can take several 
steps to ensure that your Office XP 
CD is good and your CD-ROM drive 
can read it properly. Many of these 
steps can be lengthy, so we've had to 
abbreviate them here. A complete list can be 
found on Microsoft's Support Web site 
(http://search.support.microsoft.com/kb 
/c.asp). Select Office XP Setup from the drop¬ 
down menu, search for Specific Article ID 
Number, and enter Q245226. 

A dirty CD contributes to a majority of CD 
read problems. Look on the bottom of the 
CD and check for obvious scratches or finger¬ 
prints. Use a dry cloth and gently wipe away 
debris and smudges. If problems persist after 
cleaning, try installing the program from 
another CD (if available) or even installing an 
entirely different program from CD to see if 
you still encounter errors. If errors persist on 
multiple CDs (Office XP or otherwise), the 
problem may be the drive, not the CD. 

DOS options. Test the CD by pulling up a 
directory in Command mode. Insert the CD 



Office XP could run into problems if installed on a corrupted hard 
drive. ScanDisk ensures that your hard drive is error-free. 
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Problems occur if the Registry contains corrupted entries. Run the 
Registry Checker before and after installing Office XP. 


into the drive. Click Start and point to Run. In 
the Open box, type command and click OK. At 
the prompt, change to your CD-ROM drive by 
typing the letter of the CD-ROM drive 
followed by a colon and pressing ENTER. 
Now type DIR/S and press ENTER. 

If you see a list of files and directories, the 
CD should be ruled out as the cause of 
the error. If you receive an error such as "Error 
Reading Drive x Abort, Retry, Fail?", either the 
CD is defective or the CD-ROM drive may 
have a problem. Try this same procedure with 
other CDs to further isolate the problem. 

These serve as the two easiest, quickest 
methods for determining if there is a problem 
with the CD or CD-ROM drive. You can use 
additional, more advanced techniques, but 
limited space precludes us from covering 
them in detail. Microsoft also recommends 
steps such as disabling the CD-ROM Drive 
Cache (for Windows Me/98). Right-click My 
Computer and select Properties. Click the 
Performance Tab and the File System button. 
Click the CD-ROM tab. In the Optimize 
Access Pattern For field, select No Read- 
Ahead. Install Office XP again. This should 
improve the reliability of your CD ROM, but 
it will reduce performance as well. 

Other possible fixes include turning off a DOS 
disk-caching program called Smartdrv.exe if 
your system is running "Real-Mode" (DOS) CD- 
ROM drivers, turning off the Windows 
Autoplay feature for CD-ROMs, and turning off 
enhanced BIOS (Basic Input/Output System) 
functions such as Shadow RAM, Video Shadow 
RAM, Internal and External Cache, and Built-in 
Virus Protection. For a complete list of proce¬ 
dures on how to perform these advanced func¬ 
tions, visit Microsoft's Web site at http:// 
support.microsoft.com/support and type 
Q266700 in the article number field. 


■ Miscellaneous Prob¬ 
lems. Most of these prob¬ 
lems are specific to certain 
Office XP applications that 
may encounter an error as the 
result of a software- or hard¬ 
ware-related conflict. 

Problem: Starting Excel 
2002 causes the error message 
"Compile error in hidden 
module: RegistrationDB." 

Description: This prob¬ 
lem occurs when two primary 
conditions are met. The first 
condition is that you have 
upgraded from Excel 97 or Excel 2000 to Excel 
2002. The second condition is that a file, 
Pdfwrite.xla, is copied to C:\PROGRAM 
FILES\MICROSOFT OFFICE\OFFICE\XL 
START. The Pdfwrite.xla file is installed by 
certain versions of Adobe's Acrobat software, 
which places the file on your hard drive in the 
directory listed above. 

Solution: Delete the Pdfwrite.xla file from 
C:\PROGRAM FILES\MICROSOFT OFFICE 
\OFFICE\XLSTART. 

Problem: This error message 
occurs during installation of Office 
XP: "Error 1904. Setup cannot 
register module C:\WINDOWS 
\SYSTEM\Msjetoledb40.dll. If 
you click Cancel or Ignore, run 
Setup again and reinstall or repair 
your Office installation. If prob¬ 
lems occur, contact Microsoft 
Product Support Services for assis¬ 
tance. For information about how 
to contact PSS, see D:\FILES 
\OSP\1033\FILE\WINDOWS 
\HELP\Pssl0.txt." 

Description: This problem 
occurs if you install Office XP <3n 
Win98 or 98SE (Second Edition) 
machines along with the Office 
System Files Update. 

If another program is using Msjetole40.dll, 
you will receive the error. One program 
known to do this (cited on Microsoft's 
Knowledge Base) is. Dell's OMCI v6.0 
(OpenManage Client Instrumentation) pro¬ 
gram. Msjetoledb40.dll is a required system 
file installed by Office XP during the System 
Files Update. Other applications may also use 
this file,- which prevents the file from being 
registered during the Office XP installation. 


Solution: You can use three possible 
solutions to correct this problem. The first two 
work best if you already have installed the soft¬ 
ware that uses the Msjetoledb40.dll file (such as 
Dell's OpenManage Client) and you receive the 
error. The third method works if you haven't 
installed software that uses the Msjetoledb40.dll 
file but need to install it along with Office XP. 

Method 1: After Office XP installs, 
reinstall the System Files Update. To do this, 
click Start, point to Settings, and select Control 
Panel. Double-click the Add/Remove Pro¬ 
grams icon. Click System Files Update and the 
Add/Remove button. Click Repair System 
Files Update, Next, and Re-install System Files 
Update. Then click Install. Click OK then Yes, 
and then reboot the computer. 

Method 2: When you receive the error 
message, click Ignore, and the System Files 
Update will finish installing normally. Don't 
run Office XP setup at this point. Instead, 
double-click My Computer and browse to 
C:\WINDOWS\SYSTEM. Find the file named 
Msjeto~l.dll. Right-click the file and click 
Rename. Change the name to Msjetoledb40.dll. 
Once you've done this, click Start and Run. 
Type regsvr32 msjetoledb40.dll and click OK. 


Now, run Office XP Setup normally. 
Everything should be hunky-dory. 

Method 3: If the other software (Dell 
OpenManage or whatever software may need 
to make use of Msjetoledb40.dll) hasn't been 
installed, just Install Office XP first. This 
should avoid the problem altogether. 

Problem: Under certain circumstances, the 
Create PDF File and Configure PDF Options 



Prior to running Office XP, shut down as many extraneous 
applications as possible with the task list. 
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buttons may be missing from the Word 2002 
toolbar. Alternately, they may appear on the 
toolbar, but clicking them either does nothing 
or reports this error message: "The macro 
cannot be found or has been disabled because 
of your Macro security settings." 

Description: If you have the installed 
Adobe Acrobat PDF Writer add-in installed 
(from Adobe Pagemaker 6.5 or Adobe Acrobat) 
for Word 97 or Word 2000, this problem occurs 
after you upgrade to Word 2002. 

The cause of the problem is Word 2002 can¬ 
not find the Pdfmaker.dot template installed 
by Adobe Acrobat. Normally, this file resides 
in the Office XP Startup folder, C:\PROGRAM 
FILES\MICROSOFTOFFICE\OFFICE\START 
UP. During the upgrade process, Office XP 
doesn't migrate the Adobe file to the new 
installation, which creates a new startup 
folder at C:\PROGRAMFILES\MICROSOFT 
OFFICE\OFFICE10\STARTUP. 

Solution: According to Microsoft, this is 
actually a problem that Adobe has to correct 
somehow, so you may need to contact Adobe. 
Try reinstalling the latest version of Adobe's 
Acrobat Reader or Pagemaker 6.5 along with the 
add-in. Otherwise, visit Adobe's Web site at 
http://www.adobe.coin for addi¬ 
tional support. 


Problem: Clicking System Info 
in the About Microsoft <program 
name ;> dialog box generates the fol¬ 
lowing error message: "Error 
Starting Msinfo32.exe" <Program 
Name> will be the Office XP ver¬ 
sion of Word, Outlook, Power¬ 
Point, or Excel. 

Description: This problem 
arises when the Msinfo32.exe file 
is missing from the C:\ 
PROGRAMFILESXCOMMON 
FILESXMICROSOFTSHARED 
\MSINFO folder on your hard 
drive. Running Setup again to try 
and repair the Office installation 
may not correct the problem as the 
Msinfo32.exe file is not copied 
during the repair process. 

Solution: If you use Win9x, you 
can manually copy the Msinfo32 
.exe file from the Office XP CD. 
Insert the CD. Double-click My 
Computer and browse to D:\FILES 
\OSP\1033\FILES\PFILES 
\COMMON\MSSHARED 
\MSINFO on the Office XP CD. 


Right-click the Msinfo32.exe file and select 
copy. Now browse to the folder on your hard 
drive (mentioned in "Description"). Right-click 
inside the folder and select Paste. Windows 
copies the file to where it's supposed to be. 

If you use WinNT 4.0, go to the Control Panel 
and double-click Add/Remove Programs. In the . 
Add/Remove Programs Properties dialog box, 
double-click the entry for the System Files 
Update. In the Maintenance Mode Options dia¬ 
log box, select the Repair System Files Update 
option and click Next. In the Reinstall Or Repair 
System Files Update Installation dialog box, 
select Reinstall System Files Update and click 
Install. Once the installation is finished, click 
OK, and restart your computer. 

If you didn't see System Files Update listed 
anywhere in your Add/Remove Programs list, 
you can copy the file manually as described 
above for Win9x users. 

■ Not The End-All. While we've provided a 
sampling of conflicts and problems you may 
encounter with Office XP, don't get the idea 
that Office XP is plagued with problems, at 
least no more so than many PC Software- 
packages. We strongly recommend, however, 


Local Disk (C:) Properties 


General J Tools | Sharing j 


Type: Local Disk 

Filesystem: FAT32 

I Used space: 3,027,193,858 bytes 

f Free space: 1,578,135,552 bytes 


Capacity: 


4,605,329,408 bytes 4.28 GB 


that you make sure your PC is in top condition 
before installing Office. Check that the hard 
drive for errors, your system is virus-free, and 
you have any necessary software updates. 

Even in the course of writing this review, 
Office XP installed smoothly as an upgrade 
over our Office 2000 on a computer running 
WinMe, including product activation. We ran 
a couple applications (Word, Excel) trouble- 
free, and everything appeared to be working 
fine. Then we rebooted—not due to any prob¬ 
lem, mind you, we just needed to reboot for 
something completely unrelated to Office. 

And then nothing worked. 

None of our Office applications would even 
start. Without going into detail, Office XP was 
completely "hosed" (to use the technical term). 
We had to completely uninstall Office XP and 
decided to reinstall Office 2000, figuring we 
would install Office XP on another computer. 

Unfortunately, while the installation went 
smoothly, we couldn't activate our installa¬ 
tion because we had activated it on the previ¬ 
ous machine, regardless of the fact that we 
were perfectly legal with respect to the licens¬ 
ing agreement. To correct this, we would 
have to call Microsoft, or put up with the 
nagging message Office XP will 
display every time an application 
is started. That's OK, though; we 
didn't need to use it 50 times to 
finish this article. 

In light of our research and our 
own experiences, we highly recom¬ 
mend making sure your system is 
trouble-free before you install 
Office. XP. You might even 
consider removing any existing 
Office installations before in¬ 
stalling Office XP. Additionally, 
given Microsoft's new "activa¬ 
tion" scheme, don't install Office 
XP if you plan on doing major 
upgrades to your computer and 
reinstalling the OS anytime soon. 

Otherwise, you'll just end up 
calling Microsoft in order to sort 
out activation problems. It is our 
hope, however, that with a little 
planning (and perhaps a little bit 
of luck) you'll be able to avoid 
these pitfalls, [u] 


HI 


by P. Bryan Edge-Salois 


To run effectively, Office XP needs more than its fair share of hard drive 
space. Make sure you have plenty of free space before installing Office XP, 
even if you’re installing it to a different drive. 
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Office XP Errors 

Even New Programs Have 
Old Problems 



T hose who have already jumped on the 
Office XP bandwagon experienced a 
small taste of the look and feel for 
Microsoft's new Windows XP OS (operating 
system). However, while Windows XP promis¬ 
es to combine the stability of Windows 2000 
and the, ease of Windows 9x, most home users 
will still run Office XP on a Win9x system. 

Don't worry. Office XP runs fine on Win9x. 
However, without the underlying stability of 
WinNT/2000/XP, users are more likely to 
encounter the occasional error message or 
crash. This usually leads to frustration, lost 
work, and an inevitable blue streak of cursing 
at the computer. To help alleviate potential 
problems, we've put together a reference list, 
primarily based on Microsoft's technical sup¬ 
port documents, of various error messages and 
their solutions. Most of these pertain to, 
Windows 9x, though a few can be found for 
WinNT/2000 as well. 

■ General Troubleshooting. Here are a 
few basic troubleshooting steps that apply to 
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virtually all errors that can occur in Office or in 
Windows while running Office XP. Try these 
first, as they can help isolate and eliminate 
most problems: 

• Run a minimal number of programs. Unless 
you absolutely need that virtual cat running 
around on your screen, Real Audio Player 
running, or 14 other programs active while 
you're working on a Word document, shut 
them off. Less is more. 

• Have plenty of disk space free on your hard 
drive, particularly the drive where 
Windows is installed. 

• Keep your computer's drivers up to date. 

• Finally, save your work and save often. If 
Office XP comes crashing down around you, 
the loss of work should be minimal. 

■ Error Messages. While this in no way 
represents an all-inclusive list of error mes¬ 
sages for Office XP, it makes for a good guide 
on your path to productivity. 

Message: "Insufficient Disk Space. The 
highlighted volumes do not have enough disk 


space available for the currently selected fea- i 
tures." The error message dialog box also dis- j 
plays hard disk space information. The only 
option is to click OK. 

When it occurs: During the Office XP instal¬ 
lation this error pops up. 

Why it happens: This’occurs because of 
insufficient disk space on the hard drive parti¬ 
tion where Windows is installed, even if j 
you're installing Office XP to a drive other j 
than the one where Windows resides. 

A complete installation of Office XP can take j 
up to 425MB of space on the drive where j 
Windows is located, because Office XP installs j 
numerous shared applications used by other 
Microsoft software. The exact amount of space 
required depends on which version of Office 
XP you install on your machine and the shared 
programs Office XP installs. 

Solution: Free up more disk space, 425MB 
or more to be safe. Try one of these methods to j 
free up space: 

Click Start, point to Settings, and click j 
Control Panel. Double-click the Add/Remove j 
Programs icon, and uninstall any unneeded 
games or applications. 

For Win98/Me, you can also click Start, j 
point to Programs, point to Accessories, point I 
to System Tools, and select Disk Cleanup. This ] 
tool helps remove unnecessary temporary j 
files, among other things. 

Finally, you may need to simply browse My 1 
Computer and look for unnecessary files and j 
folders that you can safely delete. Highlight 1 
the folders and press DELETE. Don't forget to j 
empty your Recycle Bin, too (right-click the ] 
Recycle Bin and select Empty Recycle Bin), j 
You must remove programs using the ] 
Add/Remove Programs icon. Just deleting I 
folders prevents the proper Registry entries 
from being deleted. : 

Message: "Could not find: <Office XP prod- ] 
uct>. Please try another location."; "Please I 
insert the disk: <Office XP product>"; "The fea- J 
ture you are trying to use is on a CD-ROM or I 
other removable disk that is not available."; j 
"Insert the <Office XP product> disk and click J 
OK." <Office XP Product> represents the specif- 1 
ic Office product being used. 

When it occurs: This occurs when you use a j 
feature that was set to "install on demand" by I 
Office during your initial setup. 

Why it happens: If you install Office using a 1 
retail CD, then make a copy of the retail CD 1 
(using a CD/disk imaging program, for exam- I 
pie), and you are trying to use the copied CD in ] 
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order to install some "install on demand" 
Office features, this happens. You can also 
experience this problem if the reverse is true: 
You installed from a copied CD, and you are 
now using a retail CD to install the features. 

Solution: The solution to this set of mes¬ 
sages also concerns the Add/Remove program 
in your OS. If you used a backup copy of 
Office XP for installation, uninstall Office XP 
by going to the Add/Remove Programs applet 
in the Control Panel. Double-click the entry for 
Office XP. Uninstall Office XP and reinstall it 
with the retail CD. 

If you installed Office XP with a retail ver¬ 
sion of the'CD and you inserted a backup CD 
when prompted, remove the backup CD and 
insert a retail CD instead. 

This problem can also occur if you installed 
Office XP from a network and you are using a 
backup CD. Again, remove the backup CD and 
insert the retail CD for Office XP. 

In each of these scenarios, use the proper 
type of CD. If you are using Office XP Profes¬ 
sional, use an Office XP Professional CD. 

• Message: "This program has performed an 
illegal operation and will be shut down. If the 
problem persists, contact the program vendor." 

When it occurs: This error might arise when 
using any Office program. If you click Details 
you will see "<program> caused an invalid 
page fault in module program.exe at 
<address>" where <program> 
is the Office program in use 
when the error happens and 
<address> is 015f:302c3095, 

015f:30361ee7, 015f:3077964e, 
or 015f:300ecla3. 

Why it happens: This error 
occurs when you install Office 
to a network folder instead of 
a folder on your local comput¬ 
er, and the connection to the 
network folder breaks while 
you are running an Office pro¬ 
gram, such as Word. 

Solution: The solution is 
simple: Re-establish the con¬ 
nection to the network drive 
where Office was installed. 

You may just need to click 
the Start button and Log Off. 

Windows will log you off 
your network, after which 
you can log back in to your 
network again to correct 
the problem. Some network 


servers will disconnect users after a certain 
amount of idle time. 

Message: "Error 2894. Info. 2894. Setup can¬ 
not load Riched20.dll. Contact Microsoft PSS 
(Product Support Services) for assistance." 

When it occurs: This error occurs during 
Office XP installation. When you click OK, 
Office XP Setup terminates. 

Why it happens: The version of the 
Windows Installer program included with 
Office XP installs a version (5.30.11.2410) of 
Riched20.dll that is more recent than the ver¬ 
sion included with Win9x. If this file is some¬ 
how replaced, overwritten, or deleted by 
another program, you may receive the error 
message during the installation of Office XP. 
The message appears if the Riched20.dll file on 
your PC is incorrect, damaged, or missing. 

Solution: Click Start, point to Search, and 
Files Or Folders. In the Search For Files Or 
Folders Named field, enter Riched20.dll. Use 
the drop-down menu under Look In: to select 
Local Hard Drives. Click the Search Now but¬ 
ton. If Windows locates a copy of Riched20.dll, 
the file appears in the right-hand window. 
Right-click the file and select Rename from the 
pop-up menu. Rename the Riched20.dll file to 
Riched20.old and press ENTER. 

Insert the Office XP disc. Double-click My 
Computer, right-click the icon for the CD- 


runs Win9x, double-click the file Instmsi.exe. If 
your computer is running WinNT 4.0 or 
•Win2000, double-click Instmsiw.exe. 

A prompt appears, Stating that the Win¬ 
dows Installer is being updated. When it fin¬ 
ishes, you need to restart your system. Once 
restarted, run the Setup program for Office XP. 

Message: "Error 1327. Invalid Drive: C:\." 
Installation ended prematurely due to an 
error. The Setup program ends when you 
click OK. This problem occurs in WinNT 4.0. 

When it occurs: This error happens when 
you install Office XP, during the System Files 
Update phase. 

Why it happens: If you use the Disk 
Administrator utility to change the drive letter 
of the hard disk where the OS is installed (C: 
for most computers), this error appears. 

For the technically inclined, Office XP Setup 
uses Registry keys to determine where certain 
folders are located that are required to install 
Office. If the drive letter of the hard disk that 
contains the OS changes, the data in the 
Registry keys points to nonexistent folders, 
causing Setup to fail. 

Solution: If you did in fact use Disk 
Administrator to change your C: drive (or 
whichever drive contains the OS) to another drive 
letter, you need to undo that change. Click Start, 
point to Programs, Administrative Tools, and 
click Disk Administrator. Right-click the drive 
with the letter you want to 
change. From the shortcut 
menu, click Assign Drive 
Letter. Select the correct drive 
letter from the list and click 
OK. When you go to make this 
change, Disk Administrator 
warns you, "Changing the 
drive letter for the windows 
directory may produce unex¬ 
pected results. Are you sure 
you want to continue?" 
(NOTE: “Unexpected Results" is 
a polite way of implying things 
like “nothing will work," "your 
computer will not work," or "find 
your OS CD because you're going 
to wreck everything and need to 
reinstall .") 

In this particular scenario, 
you should be safe in making 
the change, but we need to 
cover our rears here, so as long 
as you are sure you want to 
make the change, click Yes. 



ROM drive, and point to Explore. If your PC 


As programs become more involved, these programs need more and more memory 
space so that they can nin at optimum levels. Make sure Virtual Memory is turned on 
and that you have plenty of disk space available to run Office XP. 
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The Disk Cleanup tool can also help free up space on your 
hard drive. Because Office XP installs numerous shared 
applications used by other Microsoft software, see that the 
hard drive (usually C:) has plenty of free space available. 



Paper clips come in handy around the office, but this one 
may not fit your needs. If you want to store away Clippy, 
the Office Assistant, or any of its buddies, right-click 


Clippy and select Hide or go to the Help menu and select 
Hide The Office Assistant and send Clippy packing. 


Once you've made the change, quit the 
Disk Administrator and restart your com¬ 
puter. When the computer has finished 
rebooting, run Office XP Setup again. 

Message: "Please enter a valid product 
key to use this product—setup has detect¬ 
ed that the product key is missing or 
invalid. You will find this 25-character key 
on your Certificate of Authenticity or the 
yellow sticker on the back of the case." 

When it occurs: This can occur when start¬ 
ing any Office XP program for the first time. 
After clicking OK, the Windows Installer 
starts and displays the User Information dia¬ 
log box, prompting you to enter your product 
ID key. If you click Cancel, the Office program 
quits immediately. 

Why it happens: This error occurs if you 
installed a retail edition of Office XP but 
used a product key for an enterprise edi¬ 
tion Of Office during the installation. The 
enterprise edition of,Office XP is a special 
edition licensed to businesses, usually 
businesses that need more than 500 licens¬ 
es to cover all their users. The CD key for 
the enterprise edition is different from a 
standard retail, boxed version (which is 
one license) of Office XP. 

During the initial setup of Office XP, the 
enterprise edition CD key will be accepted 
as a valid key. However, when you run 
your first Office XP program, such as 
Word, Office XP detects that the CD key it 
accepted during the installation is not valid 
for the installed edition of Office and 
prompts you for the correct one. 

Solution: Type the CD key from the 
Certificate of Authenticity or the orange- 
yellow sticker on the back of the Office XP 
CD case when prompted. If you don't have 
the correct CD case/CD key available, you 
need to find it. 

You might need to contact the reseller of 
your Office XP product to get a valid prod¬ 
uct CD key or purchase a copy of Office XP 
retail. Hopefully, you just need to dig through 
the disaster area that is your desk and find the 
right CD or call your company's help desk to 
obtain the correct number. (Help desk folks are 
notorious license/CD-key snatchers as it's gen¬ 
erally their job to make sure- the company 
complies with software licenses.) 

Message: "What would you like me to do? 
(Type your question here and then click 
search)'' is asked by the Office Assistant. 


When it occurs: You see this message when 
Clippy, the Office Assistant, a small, animated 
icon-like fellow whom most Windows users 
find terribly annoying, has been turned on. 

Why it happens: Revenge or practical joke 
by a coworker perhaps? Did you annoy some¬ 
one in the office recently or step away from 
your computer for a short while, leaving it vul¬ 
nerable to someone turning Clippy on? 

Solution: Click the Help menu and select 
Hide The Office Assistant. Say goodbye to the 
talking paper clip, robot, cat, or whatever form 
the Office doppelganger has assumed. 


Message: "There is not enough free 
memory to run this program. Quit one or 
more programs, and then try again." 
Clicking OK yields an additional message: 
"Error Starting Program. There is not 
enough memory to start <Office programs 
Quit some programs, and then try again." 

When it occurs: This message appears 
when you start any Office XP program on 
a computer running Win98/Me, though it 
may also appear on machines equipped 
with WinNT/2000. 

Why it happens: When Virtual 
Memory is turned off or the Maximum 
Size setting for Virtual Memory has been 
set too low, the message displays. These 
errors also occur when starting an Office 
program under WinNT/2000 if the pag¬ 
ing file (another name for Virtual 
Memory, basically) is too small. 

Solution 1 (Win98/Me): Right-click My 
Computer on your Desktop and select 
Properties. Click the Performance tab and 
the Virtual Memory button. Check the box 
next to Let Windows Manage My Virtual 
Memory Settings (Recommended). Click 
OK and Close. When prompted to restart 
the computer, dick Yes. 

Solution 2 (WinNT/2000): Right-click 
My Computer on the Desktop, select 
Properties, click the Advanced tab, and 
click the Performance Options button. In 
the Performance Options dialog box, click 
the Change button. You'll see a box for 
Initial Size and one for Maximum Size. 
Try increasing both by 64MB. Click Set 
and then OK. Reboot the computer for the 
changes to take effect. You may need to 
try different settings; if problems persist, 
repeat this procedure. 

■ The Iceberg’s Tip. Of course, these 
errors are by no means exhaustive. If you 
find yourself staring down a nasty 
Unhandled Exception or some other cryp¬ 
tic dialog box, don't be afraid to go to 
Microsoft's Web site (http://www.microsoft 
.com), point to Support, and click Knowledge 
Base. This lets you search Microsoft's database. 
We found many of the more common ones just 
searching for the phrase error messages, but 
be as specific as possible when entering the 
error message for best results, ful 

by P. Bryan Edge-Salois 
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Q&A 

Your Sleuthing Stops Here 


Q a How much do I need to upgrade my 
■ system in order to run Office XP? 

A a Office XP needs a little bit of breathing 
■ space for it to perform optimally. 
Windows 98 and Win98 Second Edition 
systems require 24MB of RAM; Windows Me 
and Windows NT require 32MB of RAM; and 
Windows 2000 requires 64MB of RAM. These 
numbers represent minimums. As for storage 
space, Microsoft reports that Office XP needs 
at least 215MB of hard drive space, based on a 
typical installation. Other requirements 
include a 133MHz Pentium-equivalent proces¬ 
sor or faster (a Pentium III processor is recom¬ 
mended), a CD-ROM drive, and an SVGA 
(super video graphics array) monitor. To read 
more about the requirements, see page 19. 

Q a Why do I have to register the soft- 
■ ware? I bought it, didn't I? 

A a Microsoft has attempted to combat 
■ software piracy by establishing a special 
registration and activation process for Office XP. 
According to the terms of file activation process, 
you may activate Office XP only twice. So, if you 
have a second computer on which you want to 
install XP, no problem. 

Q a What happens if I decide not to regis- 
■ ter with Microsoft? 

A a Microsoft lets you install the office 
■ suite as many times as you want, on as 
many computers as you want, but each instal¬ 
lation is valid for only 50 launches (a launch 
occurs each time you open a suite application). 

If you want to use the product permanently, 
you must activate it. If you fail to activate 
Office XP within 50 launches, the suite reverts 
to a reduced-functionality mode. This mode 
lets you view existing documents but does not 
let you create or edit documents. 

Q a What if I have activated my CD twice, 

■ but I buy a new computer and want to 
install my copy of Office XP on it? 

A a You can remove Office XP from your old 
■ machine and reinstall it on the new desk¬ 
top computer. However, you must call 
Microsoft (888/652-2342 or 716/^71-2919), , 
explain the situation to customer service, and 


then hope that someone believes your story and 
issues you a new activation code. See page 21 to 
find out more about the activation process. 

Q a How much can I change my computer 
■ before Office XP decides this is a 
"new" computer and refuses to run? 

A a Microsoft Product Activation detects 
■ the hardware configuration on which 
the product is being installed and creates a 
unique number for that configuration. Product 
Activation does not scan the customer's hard 
drive, detect any personal information, or 
determine the make, model or manufacturer of 
the PC or its components. 

Microsoft uses unique numbers, or "hash 
values," in order to protect the user's privacy. 
By using this type of number, Product 
Acfivation is able to tolerate a certain degree of 
change in a hardware configuration. As a 
result, users can change/update their hard¬ 
ware without the product believing it is on a 
different PC than the one it was activated on. 
Users who upgrade their PC's hardware 
substantially may be asked to reactive. For 
security reasons, Microsoft does not disclose 
the exact components or number of compo¬ 
nents used to create the hardware number. 

Common changes to hardware, such as 
upgrading a video card, adding a second hard 
disk drive, adding RAM, or upgrading a CD- 
ROM device, will not require the 
system to be reactivated. The 
changes are cumulative; how¬ 
ever, if a user is asked to reacti¬ 
vate, the hardware profile is reset 
to that new configuration. If the 
hard disk is reformatted and the 
software is reinstalled, reactiva¬ 
tion is necessary. Reactivation on 
the same PC can be completed as 
many times as needed. 


I have Office 95, and 
have created about a 
bazillion files with it. Will 
Office XP be able to read them? 

A a Yes. Office XP easily trans- 
■ fers files (including Excel 
macros) created with earlier 


versions of Office (exception: Access), and docu¬ 
ments created with XP can be used with Office 
2000 and Office 97. If you plan on transferring a 
file from Office XP to Office 95, you need to save 
your XP file as an Office 95 file. 

Access differs from the rest, however. The 
2002 version of office does use the Access 2000 
file format by default. However, if you use the 
updated file format for Access 2002, then those 
files will not work in Access 2000. 

Q. What is a task pane? 

A a Task panes are very similar to the 
■ Explorer Bars (such as Search, History, 
and Favorites) on the left side of your Internet 
Explorer browser. The task pane, on the right 
side of Office XP programs, changes names 
when you perform a different task and gives 
you easy access to the functions needed to 
complete the task at hand. 

For example, when creating a new 
PowerPoint presentation, the pane changes 
from New Presentation (when you first start 
your presentation) to Slide Layout (when 
you're ready to design slides). The different 
tasks that the pane assists with are located in a 
drop-down menu on the pane's title bar. 

n- 

What are smart tags? 

A a Smart tags, context-sensitive "action" 
■ menus, pop up when a user enters text 
about which the software is said to be 
"aware." For example, if you enter an e-mail 
address, Office "knows" it's an e-mail address, 
and a Smart Tag may appear with various 
options: add the e-mail address to your 
Contacts list, insert the contact's 
name or postal address, send 
him or her an e-mail, and so on. 


Q: 


Open a document__ 

Similarly, a Smart Tag may pop 
up when you enter a person's 
name, giving you the option of 
sending that person an e-mail 
message, adding them to the 

C* 

® Blank Web Page 

New from template 

address, or scheduling a meet¬ 
ing. A Smart Tag appears 
beneath the text as you're 

If j General Templet. 

Templates on Mfcrosoft.com 

The task pane is a new feature of 
Office XP that gives users easy 
access to functions they need. It 
also provides an area to help 
users go step-by-step through 
template wizards. 

C$ ftoce... 

00 Wcroloft Word Help 
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typing; the tag is indicated by a purple under¬ 
line. Naturally, you can also choose to ignore 
any Smart Tag that appears. 

Q a Maybe these new features are not for 
■ me. Can I sample the software? 

A b People swallow harder when they see 
■ the price tag, which ranges from $239 
for a standard upgrade to $549 for the Office 
XP Developer upgrade. Microsoft has released 
the Office XP Professional 30-Day Trial for 
$9.95 at its Web site (http://www.microsoft 
.com/office/evaluation/trial.htm). The trial 
software consists of a fully functioning copy of 
Office XP Professional, complete with Word, 
Excel, Outlook, Access, and PowerPoint; a 
demonstration CD; and a small users manual. 

Q a 1 bought the suite, but can't find 
■ Access or FrontPage anywhere. Where 
are they? 

A a Access and Front- 
■ Page don't come 
with the Standard edition of 
Office. The Professional edi¬ 
tion includes Access; the 
Developer version includes 
both Access and FrontPage. 

Q a Doesn't Photo Ed- 
■ itor come with the 
suite? I can't find it. 

II a It's there; it just isn't 
obvious. For whatev¬ 
er reason, Photo Editor is not 
a part of the basic installation 
of Office XP. During the 
Office installation setup, you 
will need to select Office Tools and then 
Microsoft Photo Editor. You can then choose 
Installing On First Use, Run From My 
Computer, or Run All From My Computer. The 
latter doesn't apply to installing Photo Editor by 
itself but will be an option offered if you try to 
add Photo Editor after Office is installed. 

Q a Ever since I installed Office XP, my 
■ hard drive seems to run constantly! Is 
this bad? What can I do about it? 

A a While some may assume that this spin- 
■ ning of the hard drive is some sort of 
malfunction, the constant accessing is actually 
Office XP performing its Fast Search Indexing 
Service, which is designed to make searches 
within Office XP quicker. 

To disable Fast Search, bpen an Office XP 
application, select Search from the File menu 


and look for Other Search Options in the Task 
Pane. If you see a line that reads Fast Searching 
Is Enabled, click the link to Search Options. To 
turn Fast Search off, click No, Do Not Enable 
Indexing Service and click OK. 

Word 

Q a In my office, a number of people can 
■ make changes to almost every docu¬ 
ment. Can the new Word 2002 tell me exactly 
who made what change? 

A a Yes it can. The most useful collaborative 
■ tool in Word is the ability to track 
changes. This feature marks any updates to the 
document so that you can see your original text, 
as well as any suggested revisions, along with 
who did the editing. You can then choose to 
accept or reject each change. The Reviewing 
toolbar aids you in managing these changes. 


Q: 



Not sure if you want to completely upgrade to Office XP? Microsoft offers users an option 
to give the new software a 30-day test drive before making a financial commitment. 


These buttons put all your change-tracking 
options right at your fingertips: You can view 
the original or final version of your document, 
with or without marked-up changes; you can 
turn change-tracking on or off, and accept or 
reject individual or all changes. Read more 
about this and Word's other features on page 28. 

Excel 


. A Web query is best used to gather informa¬ 
tion from a Web site on which data changes 
often, such as a page of stock quotes. Manually 
updating the workbook with the latest stock 
quotes would be useless; by the time you 
finish updating the workbook, the prices will 
have changed. The Refreshable Web Query 
feature lets you set the query to retrieve the 
information you want just once, and then 
update the data whenever you need to. 

I know what HTML is, but what is 
XML (Extensible Markup Language)? 

A a Whereas HTML tells a browser how to 
■ present data on the page, XML tells the 
browser how to define and interpret that data. 
This makes XML a good tool for making data¬ 
base records available over the Internet; in 
Access you can use tables, forms, reports, 
queries, and SQL Server databases to create 
XML documents. Click a 
table, report, or form from 
within the Database win¬ 
dow. Then from the File 
menu, click Export, enter a 
filename, change the Save 
As type to XML docu¬ 
ments, and click Export. 

XML is not the only 
way to present data on the 
Web. Data Access Pages 
also let users share and 
manipulate information 
over the Internet, but 
XML is fast becoming the 
standard method for pre¬ 
senting such data, and 
Office XP makes it easy to 


What is Refreshable Web Query? 

A a Refreshable Web Queries let you 
■ import data from any Web page on the 
Internet into your workbook. The queries 
create references to data on a Web page, and 
can retrieve that information as required. The 
update can be explicitly scheduled, or 
refreshed every time the file is opened. 


export data as XML. Data access pages pro¬ 
vide a method for users to use DHTML 
(Dynamic HTML) to view and modify cur¬ 
rent Access data via a Web browser and the 
Office Web Components included with 
Microsoft Office. See page 31 to read more 
about XML and Excel's features. 

PowerPoint 

Q a Can I put my PowerPoint presenta- 
■ turn up on the Web? 

II a Yes. In fact, PowerPoint's biggest contri- 
button to Web integration is its ability to 
save a presentation as a Web archive file. This 
packages your presentation and all its images 
into a single file with an ,mht or .mhtml exten- 
, sion. These files can be opened and viewed with 
any Internet Explorer 4.0 or higher browser, and 
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You can keep older versions of the suite’s 
other applications on your PC, but 
you cannot have two versions of Outlook. 


the presentation is easy to transport and view on 
nearly any machine. In addition, more of the 
sounds and animations in PowerPoint are 
retained in HTML format than ever before. 
Learn more about PowerPoint on page 37. 

Outlook 


service, which should be available from your 
ISP (Internet service provider). 


Q a With all the viruses floating around, 
■ is Outlook 2002 just as susceptible to 
infestation as its predecessor? 

A ! Microsoft gave Outlook quite an 
■ overhaul. Gone are 
the days when an exe¬ 
cutable attachment could 
be run from within Out¬ 
look. The default setting in 
Outlook 2002 doesn't even 
let you save it to a folder. 

If the attachment has one 
of the ihany extensions 
prohibited by the new 
Outlook, such as .EXE, 

.BAT, .MDB, JS, .REG, or 
.VB, it blocks you from 
even seeing the attach¬ 
ment. This setting is hard¬ 
coded, and altering it 
requires modifying your 
Registry. To receive an 
EXE file that you actually 
want, the sender needs to compress it with a 
utility such as WinZip, or to rename it with a 
different extension. Microsoft changed 
Outlook's security model so viruses should¬ 
n't spread by using your Address Book. 

Q a I use Hotmail (or some other Web- 
■ based e-mail). Can I use Outlook 2002 
with it to get my mail? 

A a A new E-mail Accounts interface lets 
■ you easily manage multiple e-mail 
accounts from one location, including Web- 
based accounts, such as Hotmail. To access the 
feature, click E-mail Accounts from Outlook's 
Tools menu. Click the Add A New E-mail 
Account radio button to add an account. You'll 
need information about the account's e-mail 


Q a Can I keep my copy of Outlook 2000 
Outloo 

A: 


my machine in addition to 
Outlook 2002? 

No. You can keep older versions of the 
suite's other applications on your PC, 
but you cannot have two versions of Outlook. 
If you choose 2002 over 2000, the 2000 version 
will be removed. Find out more about 
Outlook's new look on page 39. 


Q a Can I electronically send my complet- 
■ ed Publisher project to my print 
company of choice? 

A a That depends entirely on whether that 
■ company uses Publisher or not. 
QuarkXpress and Adobe PageMaker, the 
industry standards, are obviously not compati¬ 
ble with Publisher and vice versa. You can, 
however go to http://www.microsoft.com 
/office/publisher/using/printers.htm. The 
Web site provides a locator service for com¬ 
mercial printers who are willing to work with 
Publisher files. Microsoft has signed up these 
printers as part of the Microsoft Publisher 
Service Provider Program. If you don't see 
your desired company listed on the site, 
contact the printer directly and see if it has 
Publisher at its disposal. 



Q: 


If my printer of 
choice doesn't use 
or have Publisher, can I 
convert the Publisher file 
to something the compa¬ 
ny can use? 

A a Most printers ac- 
■ cept files as Post¬ 
Script. Additionally, You 
should be able to save 
your file as a PostScript 
without conversion prob¬ 
lems. It's recommended 
that you contact your print 
shop for more details. 

Photo Editor 


Microsoft offers a list of professional printers that let you pack up your file and go. 


FrontPage 


Q: 


Is FrontPage suitable for professional 
Web site builders? 

A a Maybe. Professionals can enjoy Front- 
■ Page's easy-to-use format, too, but the 
convenience that FrontPage offers carries with 
it a cost some professionals don't want to pay. 
The program is somewhat limited as to what 
you can do with Web design, and most profes¬ 
sionals prefer to exercise total control over 
their projects. Just as importantly, many of 
FrontPage's effects require that the Web server 
run Microsoft's extensions; your ISP may or 
may not be running those necessary exten¬ 
sions. Check with your ISP, and check on page 
41 for more information about FrontPage. 


Q a I have a picture 
■ that I want to put 
in a Publisher file. Can I scan an image 
directly into Photo Editor? 

A a Yes, you can. As long as you have 
■ Photo Editor installed and a scanner 
hooked up to your PC, everything should 
work just fine. 

Can I use Photo Editor to create a 
drawing/image from scratch? 

No. For that, you'll have to look else¬ 
where. Try Photoshop or PaintShop 
Pro. Even Microsoft Paint (the freebie that 
comes with your OS) lets you create simple 
graphics from scratch, but Photo Editor was 
not designed as a graphics creation tool, [u] 


Q: 

A: 
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There Is No Frigate 
Like A Book... 

Print Resources About Office XP 


F unny thing about information. . . you 
really can have too much of it. Because 
of that, you'll find that we tend to keep 
Smart Computing articles relatively short, to the 
point, and free of chatter about material not 
directly related to the topic of discussion. 

But sometimes that's not enough. For those 
of you who want to dig deeper into Office XP 
and need more information about the latest 
release of the world's most popular software 
suite, we've compiled a list of print sources 
you'll want to check out. (And see page 141 for 
a list of Internet sources.) 

_ Office XP Suite _ ' 

Microsoft Office XP Inside Out. By Michael 
Young and Michael Halverson, Microsoft Press; 
ISBN: 0735612773, $44.99 (http://mspress. 
miCTOsoft.com). At 1,632 pages, this book should 
come with a small hoist. But then, it does cover 
about every aspect of the suite. 

Special Edition Using Microsoft Office XP. 
By Ed Bott and Woody Leonhard, QUE; ISBN: 
0789725134, $39.99 (http://www.que 
publishing.com). A hefty book (almost 1,200 
pages) aimed at the intermediate to advanced 
Office user. Includes cautions and tips. 

Microsoft Office XP Resource Kit. By 
Microsoft Corporation, Microsoft Press; ISBN: 
0735614032, $69.99 (http://mspress.microsoft 
.com). Aimed squarely at business users, this kit 
(a 640-page book and a CD-ROM) explains how 
to manage a small-office deployment of Office 
XP; this is no mean feat, given Microsoft's new 
activation-based licensing requirements. 

_ FrontPage 2002 

Microsoft FrontPage Version 2002 Inside 
Out. By Jim Buyens, Microsoft Press; ISBN: 
0735612846, $44.99 (http://mspress.microsoft 
.com). Meant for experienced FrontPage users, 
this book provides hundreds of tips. 

FrontPage 2002: The Complete Reference. By 
Martin S. Matthews, Osbome/McGraw-Hill; 
ISBN: 0072132221, $49.00 (http://www.osbome 
.com). The publisher calls this "the most authori¬ 
tative volume available/' and "volume" is the 


operative word here. At 1,008 pages (plus a 
CD-ROM full of shareware and demos), this 
is the largest and most complete book we've 
seen on FrontPage. It also makes a great 
monitor stand. 

How to do Everything with FrontPage 2002. 

By David Plotkin, Osbome/McGraw-Hill; ISBN: 



Front Page 2002: The Complete Reference is just 
one of many books devoted to Office XP. 


0072133643, $24.99 (http://www.osbome.com). 
At a mere 610 pages, this Osborne book may be 
more to your liking, especially if you prefer a 
nuts-and-bolts, project-oriented approach. 

_ Microsoft Word 2002 _ 

Microsoft Word Version 2002 Inside Out. 

By Mary Millhollon and Katherine Murray, 
Microsoft Press; ISBN: 0735612781, $44.99 
(http://mspress.microsoft.com). This 1,184- 
page tome assumes that you're familiar with 
previous incarnations of MS Word and goes on 
to discuss advanced formatting and other fea¬ 
tures of the 2002 release. 

Special Edition Using Microsoft Word 2002. 
By Bill Camarda, QUE; ISBN: 0789725150, $39.99 
(http://www.quepublishing.com). QUE has 
long been known as the big player in the 
third-party book cottage industry. This 992-page 


volume, largely directed at the business user, 
encompasses productivity and flexibility issues, 
covers Word basics, and concentrates on helping ! 
you build slick, gpod-looking documents. 
Includes projects and troubleshooting tips. 

__ Excel 2002 _ 

Microsoft Excel Inside Out Version 2002. 

By Craig Stinson and Mark Dodge, Microsoft 
Press; ISBN: 0735612811, $44.99(http:// 
mspress.microsoft.com). This 1,100-page 
volume is aimed at advanced users and 
concentrates on providing tips and tricks 
relating to such things as interfacing with 
other applications, writing macros, and using 
custom functions. Although this volume is not 
for the new user, it's an excellent and thorough 
overview of what Excel can do. 

Special Edition Using Microsoft Excel 2002. j 
By Patrick Blattner, QUE; ISBN: 0789725118, 
$39.95 (http://www.quepublishing.com). 
Focuses on real-world issues and projects and 
discusses such things as Excel's PivotTable, j 
retrieval from databases, modeling, and 
charting. Intended for intermediate to I 
advanced users. 

_ Access 2002 _ I 

Special Edition Using Microsoft Access I 
2002. By Roger Jennings, QUE; ISBN: 
078972510X, $49.95 (http://www.que j 
publishing.com). Provides step-by-step j 
instructions on how to design and use Access 1 
databases. Features expanded coverage of Web ] 
Applications and of XML. At 1,488 pages, this ] 
is not something to keep on your nightstand j 
for some light evening reading. 

Access 2002: The Complete Reference. By 1 
Virginia Andersen, McGraw-Hill Professional 1 
Publishing; ISBN: 0072132418, $39.99 (http:// I 
www.osbome.com). A complete reference, this 1 
1,220-page book explains Access tables, queries, 1 
forms, and reports. A discussion of VBA tech- 1 
niques introduces Access programming. In- I 
eludes a section on using Access on the Internet. I 

__ Outlook 2002 _ j 

Microsoft Outlook Version 2002 Step by J 
Step. By Perspection Inc., Microsoft Press; ISBN: I 
0735612986, $29.99 (http://mspress.microsoft 1 
.com). Perspection Inc. is a California-based I 
training company that produces material for I 
companies such as Microsoft and Sybex. This I 
small (336 page) book offers self-paced training, j 
step-by-step instructions, and plenty of easy-to- j 
understand discussion and screenshots that the I 
beginning user will take to quickly, [u] 
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We Recommend... 

A Collection Of Online 
Resources About Office XP 


F or readers looking for more information 
about Office XP and its components, 
we've assembled a collection of some of 
our favorite Office XP-related Web sites. 

Office XP Suite-Related Web Sites 
Microsoft. The official Office XP site is at 
http://www.microsoft.com/office. Those 
seeking Web-deployed information about 
Office XP should make this their starting point. 
The MS TechNet site (http://www.microsoft 
.com/technet) also offers quality information. 

Check out Microsoft's massive Knowledge 
Base, at http://search.support.microsoft.com 
/kb. Additionally, the company runs its own 
tips and tricks center at http://www.microsoft 
.com/office/using/tipstricks. For general 
assistance with Office XP issues and questions, 
go to http://office.microsoft.com/assistance. 

The Windows Help Center. This is a non- 
Microsoft help site that can be found at http:// 
jhlavac.tripod.com/WindowsHelpCenter 
/msofficexp.htm. Rather than being a true 
review site, it contains links to Office XP- 
related articles in various publications. 

OmegaFirst. A British site, OmegaFirst sells 
Office and other productivity and development 
tools. Located at http://www.omegafirst.co.uk 
/products/msoffice.html, the sales-oriented site 
contains good information about the suite and 
the individual applications within it. 

Lycos Computers. Offers comprehensive 
reviews of and information about the newest 
Office suite. Look at http://computers.lycos 
.com/software/swoffice.asp. 

Woody's Office Watch. Dubbed "WOW," 
this site offers some attitude. Definitely not a 
shill for Microsoft, these folks tell it like (they 
think) it is. See if you agree with them, 
http:/ / www.woodyswatch.com/office. 

The Office Letter. An online newsletter 
dedicated to Microsoft Office tips, tricks, and 
techniques, it's located at http://www 
.officeletter.com. This is a great place to pick 
up tips on any version of Office. It offers an 
informative "Standard Edition" for free and a, 
"Premium Edition" for $12 per year. It's worth 
the price for the serious Office user. 


FrontPage 2002-Related Web Sites. 

Microsoft. The official FrontPage Web site. 
This, for all intents and purposes, is the first 
place most people head to check out MS 
FrontPage 2002: http://www.microsoft 
.com/frontpage. The site gives you plenty of 
tips, links to demos, and a free 30-day trial. 

FrontPageWorld. A Web site that collects 
prices on FrontPage (what else?) and shows 
you where the best deals on MS FrontPage are. 
Go to http://www.frontpageworld.com 
Ygetfrontpage.htm. Also includes a few 
reviews and some tips. 



For more Office XP information, you can go right 
to the source (http://www.microsoft.com/office) 
or check out other sites dedicated to the suite. 


Word 2002-Related Web Sites 
Microsoft. Go to http://www.microsoft 
.com/office/word to view Microsoft's official 
Web site about Word 2002. The site contains 
tips, demos, and a 30-day trial download. 
Check out the Downloads option, which will 
provide updates (read as bug and security 
fixes), language kits, add-ins, and other tools. 

Prime Software Products. Check out 
http://www.primeconsulting.com/software 
/p2002wd.html to get info on PSP's neat set of 
Word 2002 utilities. For $49.95, you get a 
whole collection of goodies that make Word 
(and other Office applications) easier to work 
with, including a tips compilation, bookmark 
manager, and a command bar manager. 

Excel 2002-Related Web Sites 
Microsoft. The official Excel 2002 Web site, 
http://www.microsoft.com/office/excel, con¬ 
tains tips, demos, and a 30-day trial download. 


While you're there, check out the Downloads 
option, which provides updates, language kits, 
add-ins, and other tools. 

JWalk & Associates Inc. Looking for 
spreadsheet hints and techniques? See http:// 
www.j-walk.com/ss. The site is not exclusively 
devoted to Excel, but concentrates on it. 
Created by author/developer John Walken- 
bach, the site contains interesting tips and tid¬ 
bits about Excel and using spreadsheets. 

EasySpreadsheets. Are you lazy? Really, 
really lazy? Got a lot of spreadsheets you 
should create (budgets, financial planning, and 
business expenses among others), but can't 
seem to get to them? This site, located at 
http://www.easyspreadsheets.com, supplies 
ready-made Excel spreadsheets in a number of 
categories. You don't have to tell anyone you 
didn't build the files yourself. 

Access 2002-Related Web Sites 

Microsoft. The official Access Web site, 
located at http://www.microsoft.com/access. 
Users can get tips, links to demos, and a free 
30-day trial download. 

Microsoft. Converting databases from other 
apps (or from earlier versions of Access) can be 
tricky. Head to http://support.microsoft 
.com/support/kb/articles/Q286/3/41.ASP to 
check out Microsoft's Knowledge Base articles 
on Access conversions. 

Outlook 2002-Related Web Sites 

Microsoft. Outlook's official page is at 
http://www.microsoft.com/office/outlook. 
Includes links to demos and tips ,and tricks. 

Slipstick Systems. Find lots of cool Outlook 
tips and tricks at http://www.slipstick.com. 
Based in Arlington, Va., Slipstick is a develop¬ 
ment and training firm specializing in issues 
related to Microsoft Outlook and Microsoft 
Exchange Server. 

a Boring (But Required) Disclaimer. On 

the World Wide Web, information is literally at 
your fingertips. But remember that the Web 
also contains a generous amount of misinfor¬ 
mation. Please note that we cannot be respon¬ 
sible for the content of the links mentioned in 
this article, nor that of sites linked to and from 
these Web sites. And given the fluidity of the 
Web, we also can't guarantee that these links 
will continue to work. However, they were 
verified at press time, [u] 
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Glossary 

ActiveX control —Rules, written in a vari¬ 
ety of computing languages, which enable 
programs to share data. Controls often are 
used to display special content, such as 
multimedia, in the Microsoft Internet 
Explorer browser. ActiveX controls provide 
functions similar to Java applets but rely on 
the Windows operating systems; applets are 
meant to be cross-platform for operating 
systems. An example of an ActiveX control 
is Dimension X's Liquid Motion, which 
provides for the creation and viewing of 
compressed multimedia files. 

cell —The intersection of ’a row and a 
column in a spreadsheet; for example, cell A1 
is the intersection of column A and row one. 
Each cell is a box that can hold text, a numer¬ 
ical value, or a formula. 

DHTML (Dynamic Hypertext Markup 
Language) —A specification that uses style 
sheets and additional scripts, along with 
HTML (Hypertext Markup Language). The 
purpose of DHTML is to create more inter¬ 
active Web pages. 

file extension —A tag that can serve as an 
additional identifier for a file beyond the file 
name. Separated from the rest of the file 
name by a period, the file extension is used to 
indicate whether the file is an executable ' 
program (.EXE), a data file (.DAT), and so on. 
File extensions are an optional part of a file 
name. In DOS and Windows, file extensions 
are always three letters long. Different 
programs will attach different extensions to 
the files they create. For example, Microsoft 
Word creates files with the .DOC (doc¬ 
ument) extension; PageMaker 6.0 uses the 
.PM6 extension. 

function —A preset equation used to 
perform mathematical, financial, or statistical 
calculations in a spreadsheet or database. 

granularity —The measurement or degree 
of an image's on-screen clarity. The smaller 
the dots that make up an image and the more 
dots used, the clearer the image becomes. 
Bigger dots make the image appear grainy. 
Granularity also refers to the degree of 
difficulty in searching a database and manip¬ 
ulating data. If a search's features are 
not specific enough, a database is said to 
be granular. 


ICQ (I Seek You) —An online, instant mes¬ 
senger chat service from Mirabilis. Users 
customize ICQ to alert them when their 
friends or specified users are online so they 
can send or receive real-time messages from 
those users. 

OLE (Object Linking and Embedding)— 

(Pronounced oh-lay.) A method of sharing 
information between applications within an 
operating system. Objects can be most any 
type of data, such as a graphic or a text 
document. These objects can be linked or 
embedded in other documents, known as 
OLE containers. An embedded object is 
actually copied into the container document. 
Changes to the embedded object are saved in 
the embedded copy, not in the original 
object. With linked objects, only a shortcut to 
the original object is placed in the document. 
Changes to the linked object will be saved to 
the original object. For example, a user might 
save a spreadsheet into a word processing 
document using OLE. To keep the original 
spreadsheet intact while making changes 
to the spreadsheet in the document, use 
embedding. Conversely, use linking to get 
changes to automatically appear in the 
original spreadsheet. 

servlet —A small program used for 
effectively accessing heavily used server 
resources based on the input of users. Relates 
to the Java virtual machifie running in 
some servers. 

SharePoint Team Services— A technology 
that enables a project team to easily contribute 
data, ideas, and more to a collaborated project, 
regardless of the members' locations. Because 
it is Web-based, members can stay in touch 
with project developments by logging into a 
SharePoint site from any computer with a 
Web browser and Internet access. 

smart tag —A technology found in 
Microsoft Office XP. Smart tags are used 
to link portions of a document with other 
documents or information on the Internet 
or company intranet. The links are more 
interactive than hyperlinks; a drop-down list 
appears with links related to the word when 
the pointer is placed over the word in 
question. To distinguish them from regular 
links, smart tags are underlined with dashed 
purple lines. 


software piracy —The illegal use, copying, 
or distribution of software. Most software 
products instruct tl\p user that only one copy 
of the product may be installed on any one 
system at any given time. A user agrees to i 
the terms of the licensing agreement when i 
the product is purchased and installed on a 1 
system. With most products, installing one 
software package on several systems used by j 
the same system is considered piracy. 

SQL (Structured Query Language)— 

(Pronounced sequel.) A sublanguage in a 
database that requests information from the 
database. SQL can also update and manage j 
relational databases, as well as alter and 
secure data. While there is no official 
standard database language, SQL is the most 
common and therefore the de facto standard. 
IBM developed it for its mainframes, but ] 
nearly all database systems intended for I 
client-server environments support it. 

thumbnail —A smaller version of a graphic 
or document page that takes up less space j 
on-screen so multiple images can be viewed I 
simultaneously. These smaller images also j 
load faster than full-sized images. On the j 
Web, a thumbnail graphic can sometimes be j 
clicked to begin the automatic loading of the ] 
full-sized image. 

toggle —To switch between settings, such as 
on and.off. Also can mean the actual switch 1 
that controls these settings. For example, in 1 
Microsoft Word, the buttons controlling the 
switches for bold, italic, and underlined text 3 
are toggle switches because each text I 
characteristics is either on or off when the 1 
buttons are clicked. 

TTS (text-to-speech) —A voice synthesis 
technology that lets a computer translate a text ; 
document, such as an e-mail message, and J 
"speak" it in a human-like voice. ITS makes it 
possible for subscribers to UC (unified commu¬ 
nications) services to listen to a computer j 
"reading" their e-mail messages over the phone. ; 

XML (Extensible Markup Language)—A 

'Web page design specification that lets design¬ 
ers tailor the formatting tags in their documents. 

It's being developed by the W3C (World Wide 
Web Consortium) to give designers more flexi- ] 
bility than HTML has. XML is a subset of SGML j 

(Standard Generalized Markup Language). 
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A Bonanza Of Cross-Suite Features: 
Office XP Brings New Functionality 
To Popular Suite, 25-27 
Access 2002 Menus & Commands: The 
Tools Needed To Build Strong 
Databases, 57-59 

j Access 2002, Microsoft, 18,34-36,57-59, 
81-83,116-119,140-141 

Access XP: Something For Everyone: 
Revision Includes New Features For 
[ Novices & Power Users, 34-36 
Add Some Shine To Your 
Spreadsheets: Tips To Get More 
Functionality Out Of Excel 2002,78- 
80 

Animation schemes, 38 
Animation, presentation software, 121 

B 

Be Accountable: Use Excel To Track 
Invoices, 112-114 

Best-Laid Plans: Publisher Provides 
The Layout; You Supply The Energy, 
125-127 

Beyond The Bare Minimum: Office 
XP’s System Requirements Set The 
Bar High, 19-20 

Brochures, creating, 125-127 
Budgeting, 115 

C 

Clearer Picture: Spice Up Sales 
Meetings With PowerPoint, 120-122 

Clipart, 125 
Clipboard, 104-105,107 
Clippy, 128-129 
i Commercial printing, 127 
Complete installation, 22 
Custom installation, 22 

D 

Database Power: Tips To Gain Entry 
To Access 2002’s Treasure, 81-83 

Database software, 57-59,81-83, lie- 
119 


Design templates, 125-127 

Desktop publishing, 44-45 

Display problems, 130-131 

E 

E-mail, 39-40,63-65, 88-89; security, 39- 
40 

Encapsulated PostScript (EPS), 127 

EPS. See Encapsulated PostScript. 

Excel 2002 Menus & Commands: 
Create Spreadsheets That Compute, 
52-55 

Excel 2002, Microsoft, 18,31-33,52-55, 
78-80,112-114,138,140-141; menu 
commands, 52-55 

Excel Personal Project: Budgeting, 115 

F 

Fanzines, 124 

Foreign languages, 106-107 

Forget The HTML: You Don’t Need It 
With SharePoint Team Services, 92- 
94 

From Work To Web: Office XP Makes 
Prepping Files For The Internet A 
Snap, 111 

Frontpage 2002 Menus & Commands: 
Your Guide To Putting A Site Online, 
66-68 

FrontPage 2002, Microsoft, 18, 90,91, 
124,137,139-141 

FrontPage Offers Creative 
Handholding: New Features Bolster 
Ease Of Use, Add Live Content 
Publication, 41-43 

Functional Database: Document Your 
Assets, With Pictures, In Access, 
116-118 

G 

Get Your Point Across: Tips To Create 
Presentations In PowerPoint 2002, 
84-86 

Give Them Something To Talk About: 
Liven Up Your Table & Chart 
Presentations With PowerPoint 
2002, 98-99 


H 

Hotmail, 139 

HTML. See Hypertext Markup 
Language. 

Hypertext Markup Language (HTML), 90- 
91,111 

I 

Info On-Demand: Help Features Give 
You Answers When You Need Them, 
128-129 

Installation & Activation: The Proper 
Way To Welcome & Register The 
Suite, 21-24 

Instant Jukebox: Organize Your MP3 
Files With Access, 119 

J 

Joint Photographic Experts Group 
(JPEG), 127 

JPEG. See Joint Photographic Experts 
Group. 

L 

Let Your Voice Be Heard: Tips To Use 
Voice Commands In Office XP 
Applications, 95-97 

M 

Mail merge, 108-110 

Microsoft vs. Corel vs. Lotus: 
Companies Continue To 
Strengthen Suites & Battle For 
Market Share, 10-14 

Microsoft Word Matures: 

New Task Panes, Language 
Tools Beef Up Productivity, 

28-30 

Minimal Paperwork: Word’s Mail Merge 
Takes The Work Out Of Sending 
Letters, 108-110 

MP3s, 119 

MS Outlook Grows Up: 

New Version Sports Slick 
Interface, Security Features, 

39-40 
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New Features Abound In Excel 2002: 
Update Excels At Sharing, 

Protecting Data, 31-33 

0 

Office Assistant, 128-129 
Office suite software, 6-7,10-14 
Office XP Errors: Even New Programs 
Have Old Problems, 134-136 
Office XP, 25-27,39-40,44-45,104-107, 
137-139; activation, 23-24; error mes¬ 
sages, 134-136; Help, 128-129; instal¬ 
lation, 21-24; print resources, 140; 
system requirements, 8-9; trial edition, 
9; troubleshooting, 130-136; upgrading 
strategies, 8-9 
Online publishing, 124 
Outlook 2002 Delivers: Tips To Handle 
Your E-mail & Much More, 88-89 
Outlook 2002 Menus & Commands: 
Time-Saving Features To Streamline 
Your Schedule & E-mail, 63-65 
Outlook 2002, Microsoft, 18,39-40,63- 
65,88, 89,139-141 

P 

Pack And Go files, 127 
Page-layout software, 125-127 

Photo Editor Menus & Commands: A 
Simplistic Approach Toward Digital 
Imaging, 72-73 

Photo Editor, Microsoft, 46-47, 72-73, 
102-103,125,137,139; installation and 
setup, 102; scanning images, 103 
Photo-editing tools, 46-47,72-73,102- 
103 

PowerPoint 2002 Menus & Commands: 
Use Its Capabilities To Present Your 
Point, 60-62 

PowerPoint 2002, Microsoft, 18,37-38, 
60-62, 84-86, 98-99,120-123,138-139; 
printing handouts, 122; tables and 
charts, 98-99 

PowerPoint Powers Up: New Release 
Offers Innovative, Powerful 
Features, 37-38 

Presentation formats, 120 


Presentation software, 60-62, 98-99,123 

Pretty Up Your Pictures: Tips To 
Improve, Alter & Manipulate Images 
With Photo Editor, 102-103 
Printing problems, 130-131 , 

Publish It To Print Or Web: Publisher 
2002 Shows Off New Features & 
Wizards, 44-45 

Publisher 2002 Menus & Commands: 

Functionality At Its Finest, 70-71 
Publisher 2002, Microsoft, 44-45,70, 71, 
100-101,125-127,139 
Publishing software, 100-101 
Pump Up With Publisher: Tips To Add 
Muscle To Your Business & 

Personal Publications, 100-101 

Q 

Q&A: Your Sleuthing Stops Here, 137- 
139 

S 

Set Up Your Shrine: Use Frontpage 
Templates To Start A Fanzine, 124 

SharePoint Team Services, 92-94 
Slides, 37-38 

Smart tags, 25-27,30,106,137-138 
SmartSuite Millennium Edition 9.6, Lotus, 
13 

Software registration, 137 

Spin Cycle: PowerPoint Even Makes 
Bad News Look Good, 123 

Spreadsheets, 31-33,52-55,78-80,112- 
114 

SQL. See structured query language. 
StarOffice 5.2, Sun Microsystems, 14 
Structured query language (SQL), 34-36 

T 

Tagged Image File Format (TIFF), 127 
Task panes, 25,28,37,44-45,81-83,137 
Team project management, 92-94 
Text-to-speech (TTS), 28-29 

The Decision To Upgrade: Factors To 
Consider Before Making The Leap 
ToXP, 8-9 


The Inside Scoop: 10 Cool Things You 
Might Not Know About Office XP, 104- 
107 

The Latest Developments: What’s New, 
What’s Changed & What’s Improved, 
15-18 

The Little Editor That Could: Photo 
Editor A Useful, Simple Tool, 46-47 

There Is No Frigate Like A Book: Print 
Resources About Office XP, 140 

TIFF. See Tagged Image File Format. 

Tracking invoices, 112-114 

TrueType fonts, 127 

TTS. See text-to-speech. 

Typical installation, 21-22 

V 

Voice recognition software, 95-97 

W 

We Recommend ... A Collection Of 
Online Resources About Office XP, 
141 

Web Pages Made Easy: Tips To Use 
Frontpage 2002 To Design Your Site, 
90-91 

Web site construction, 41-43,66-68,90-94 

Web-ready forms, 111 

Why Use A Suite?: Monetary Savings, 
Compatibility Among Programs & 
Bundled Extras, 6-7 

Windows Metafile (WMF), 127 

WMF. See Windows Metafile. 

Word 2002 Menus & Commands: The 
Latest Word On Making Your Word 
Processing Tasks Easier, 48-51 

Word 2002, Microsoft, 17-18,28-30,48- 
51,74-77,108-110,138,140-141; 
formatting tools, 74-75; tables, 76-77 

WordPerfect Office 2002, Corel, 11-13 

Write In Style: Tips To Harness Word 
2002’s Considerable Features, 74-77 

X 

XP Hardware & Software Conflicts: 
Watch Out For Driver 
Incompatibilities, 130-133 
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Introducing the new Palm” m500 handheld. Inside its sleek little chassis, we've added an expansion 
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